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Smith-Corona ADDING MACHINE 


Get the complete story of 
Smith-Corona dependability. 
See your Smith-Corona dealer 
today! 


Known for its rugged construction 
and trouble-free operation, the 
Smith-Corona Adding Machine 
gives you features you’d expect to 
find only on machines costing far 
more! 


Colorspeed Keyboard quickens 
finger action . . . Error Control cor- 
rects mistakes instantly before 
adding . . . Clear Signal guards 
against including unwanted figures 

. . Instant Tape-Eject shoots out 
the used tape with a flip of your 
finger. 


*Price for all states permitting Fair Trade 
Laws. Subject to change. Tax extra. 





SMITH-CORONA CASHIER 


A complete 
cash’ 
register 
with all 
adding 
machine 
advantages 
at lowest 
cost. 











L C SMITH & CORONA TYPEWRITERS INC SYRACUSE 1 N Y Canadian factory and offices, Toronto, Ontario. 
Makers also of famous Smith-Corona Office and Portable Typewriters, Cashiers, Vivid Duplicators, Ribbons and Carbons. 
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How to save on 
ULED FORMS 
C 


With MODERN 

mimeographing 

you can produce 

ten to thousands 

of ruled forms at 

speeds up to 180 
per minute. Stencils can be filed 
for re-runs. You save printing 
costs and storage space. A. B. 
Dick mimeograph products are 
for use with all makes of suit- 
able stencil duplicating products. 
For more information simply 
mail the coupon below. 





SEND FOR FREE INFORMATION wages 


A. B. DICK COMPANY, Dept. 0-751. 


5700 W. Touhy Avenue, Chicago 31, Ill. 
Without obligation, send me free samples 
of mimeographed ruled forms and full infor- 
mation. 





Position 
Organization 
Address 
City State 
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Cut wasted man-hours with the 
compact new GE Water Coolers! 


jos 


3 


terrnont 9 




















Le 


INADEQUATE DRINKING FACILI- CONVENIENT LOCATION of G-E Water 
TIES cause wasted man-hours. Coolers means time saved. Employees 
Long trips to water source bring stay near their desks, are available 
the loss of work time. when needed. G-E Water Coolers are 
compact, fit in where convenient. 


WATER 
COOLERS 


Your payroll dollar brings a greater return 
when cool, refreshing water is easily avail- 
able, near employee working areas. The hand- 
some new G-E Water Coolers, near at hand, 
save time, build efficiency and morale. Ask 
your local G-E Dealer for advice on the 
water cooler requirements of your business 
establishment. 


ESS RE SE HS ee EE A NE Ro kT Oe ee ee 
General Electric Company, Section OF-13 

Air Conditioning Dept., Bloomfield, New Jersey 

Please send without obligation to me the fully illustrated book, “Water at Work.” 


24 PAGE 
BOOK! 


You can put your confidence in— 


GENERAL @@ ELECTRIC 
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- and 
Bookkeepers 





: Standardize on Atlantic Ledger in 

_ your bookkeeping department. It’s the 

| top favorite posting paper with better 

© bookkeepers everywhere. The non-glare 
surface is easy on the eyes— reduces 
strain and fatigue — keeps efficiency at a 
peak. Mistakes are fewer — tempers 
better — efficiency higher. 





Your books will look neater, too. The 
uniform, durable surface cleanly, clearly 
silhouettes every pen, pencil or machine 
marking. And erasures are made so 
easily. 

Try Atlantic Ledger in Buff, Eye Com- 
fort or White. You'll be pleased with the 
better results and the economical price. 





EKastern's Atlantic Ledger 


AND OTHER FINE BUSINESS PAPERS 
MADE BY EASTERN CORPORATION + BANGOR, MAINE 
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Offices Should Have 
Automatic Machine Methods 


EMERSON F. COOLEY 
Associate Director, Methods Research. 


BRUSE MONCREIFF 
Methods Analyst 


Prudential Insurance Co. of America, Newark, N. J. 


methods people like myself have 

heard a great deal about the great 
benefits we may expect through the use 
of the new electronic machines. The 
magie word electronic has not impressed 
us too greatly since by nature and 
training we are a little skeptical of the 
occurence of miracles and sad experi- 
ence has told us to insist on a realistic 
attitude. We don’t really care what’s 
under the covers of a machine: gears, 
wheels, chemicals, or tubes. What we 
are interested in is: (1) What must be 
put in? (2) What form must it be in? 
(3) How long before the results are 
available? (4) What does it cost? 

We think the idea of automatic op- 
eration does have possibilities. Factory 
methods men are inclined to be con- 
temptuous of us office fellows, saying 
that we haven’t made the progress they 
have. In a lot of ways they are right. 
We have not developed, for ourselves, 
the right tools to get the most done 
for the least cost and we are still too 
much dependent on the human factor. 
Now we ought to better organize our 
efforts to attain some of the potential 
benefits of automatic operation. 

Unfortunately, we do not have a very 
clear case justifying this effort from 
a cost standpoint. It would be much 
easier to get top management to ap- 
prove large expenditures for research 
if we had a clear picture. We have to 
go it the hard way—on faith, with a 
sprinkling of evidence, as we can de- 
velop it. Let the potential builders 
of new equipment take notice—the cost 
must be kept within reason! Otherwise 
no one will be able to put it to use. 

Assuming the manufacturers’ success 
in producing equipment at reasonable 


[) perio the last few years office 
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cost, we can hope for the following ad- 
vantages through automatic operation: 
1. It should be more economical. 


2. We should be able to accomplish 
more in a shorter time. This is some- 
times pretty important, but don’t over- 
emphasize it. 

3. Automatic operation should give 
us greater uniformity and accuracy. 
If you were involved in a customer 
complaint of discrimination and found 
that someone in your own organization 
was using the wrong interpretation of 
the rules, you know what I mean when 
I say, “Let’s use a machine which al- 
ways makes the same decision!” 


4. Much of our routine. work is very 
dull. Use mechanical tools to perform 
the functions which don’t really require 
human brains. 


Talking about automatic operation, 
here are some of the elements which 
may be considered fundamental fune- 
tions in office work. First, consider 
transcription. Our workers are always 
copying something, some way: pencil, 
pen, typewriter, key punch, teletype, 
marking for mark sensing. We receive 
information in a form we cannot use 
so we have to change it in form—and all 
too often we make an error which 
changes its meaning too! Who is work- 
ing out a scheme for using forms from 
a customer directly as input for a ma- 
chine? Of course there have been sur- 
face seratchings in the punched ecard 
line but it seems there should be more 
progress here. 

Another type of transcription is 
caused by the particular methods used 
to process the work. There is a great 
deal of copying from one record to an- 
other, recopying totals, rearranging and 


Uimtitivemauucarc a 








transcribing data. This is why such 
systems as peg strip and punched cards 
are so useful; they reduce the effort 
of this transcription. At present a great 
deal of this transcription is necessary 
to spread the work load in time or be- 
tween workers. Because of its speed 
and capacity, a large scale automatic 
machine should do all this work, as- 
semble statistical totals and produce 
final reports without transcription. 
Once the data from outside the busi- 
ness operation has been put in the 
proper form, several different kinds of 
; transformation may be performed on it. 
* Usually one of the first things done with 
| this information is to perform some 
) tabular reference or record look-up. The 
incoming information is matched with 
a record already a part of the system. 
) This match is usually made on some 
* conventional designation such as name, 
"account number, date; or on a quantity 
'of money or other commodity. Table 


‘look-up in the mathematical sense, with 
ya rather small table with interpolation, 
"has practically no place in business. 


‘Most quantities dealt with are discrete 
‘in the sense that pennies and days are 
‘discrete. Tables must be constructed 
with values for each unit change in the 
‘argument. Though there is usually a 
‘formula basis for our tables, the values 
mused are often modified by an arbitrary 
‘adjustment and no practical interpola- 
‘tion formula gives the exact figure. 
_ More important for business in gen- 
feral than table look-up is reference to 
thuge files of historical records. These 
"may be accounting records, contracts, 
correspondence, case histories, or com- 
binations of these. The size of files now 
in existence in business and government 
runs as high as millions of individual 
records with perhaps hundreds of alpha- 
betic and numeric characters on each 
record. To files of this size there may 
be thousands of references a day, and 
the work involved in making a reference 
ranges from complete transcription to 
mere checking on the existence of the 
record. 
Various 


other operations are per- 


formed on the information entering the 
business system from the outside. There 
are arithmetical and logical operations 
which must be performed. The factors 
which go into the control and program- 
ming of this sequence of operations are 
not well known or understood. Con- 
sideration must be given to legal re- 
strictions, company rules, business cus- 
toms, public relations, good accounting 
practice, the history of the particular 
ease and its present situation or condi- 
tion, and the desires, expressed or un- 
expressed, of interested parties. Often 
there is an almost endless variety of 
“calculation” programs, hidden under 
a superficial uniformity. Much of this 
control has not been set down in explicit 
form, but is left to the judgment of the 
clerk and supervisor. Many examples 
of explicit procedures will be found 
which are either inconsistent, nonex- 
haustive, or just not clearly written. 
These factors together constitute a 
major stumbling block in’ the way of 
installing automatic business systems. 

An important element at present is 
the gathering of information on the con- 
dition of the business. This may be 
information on the volume of certain 
transactions, accounting information, 
labor statistics, status of certain ac- 
counts, or the amount of material need- 
ed for a product. This function of sta- 
tistical accumulation or counting was 
one of the first to be suecessfully mech- 
anized and probably is still considered 
by many to be the only one to which 
machines can be applied satisfactorily. 
But this is probably the easiest element 
to deal with and represents only the 
initial step toward mechanization. 

It is not my purpose here to summar- 
ize present achievements or predict fu- 
ture progress in the design and con- 
struction of large scale digital com- 
puters. The point of emphasis is the 
shift of outlook required by the de- 
signers of business equipment. We hope 
that the technique now being developed 
for use in scientific computers will be 
useful in the design of special equip- 
ment for business. But we do think 
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PUNCHING a group of 
pages ...simple... 
efficient . . . fast! 


OPENING BINDING and 
placing sheets on rings. 
Close and remove 
finished catalog. 


CATALOGS are bound as 
needed from up-to-date 


General Binding 
Corporation 


World’s largest producers of 
plastic bindings 
ond plastic binding equipment 


Chicago 14, Illinois 


anne? Ae EIRRAR eto 


"We cut catalog costs 


by doing plastic binding 


right in our own office” 


“With our new GBC plastic binding 
equipment, we bind 3 custom-made catalogs 
in the same time as 1 under our old system. 
And plastic bindings cost less . . . improve 
the appearance and effectiveness of our 
literature,’ says Miss L. E. Roberts, 
Powers Regulator Co., Chicago. 


NEW GBC plastic binding equipment* binds all sizes of loose 
sheets into attention-compelling, personalized, easy-to-use 
booklets...in a matter of seconds. Handsome plastic 
bindings add prestige, sales appeal, and color to your pres- 
entations and proposals. Each page turns easily... lies 
perfectly flat. Special loose-leaf punching permits additions 
or changes anywhere in the book. GBC equipment costs 
less than a typewriter . . . is precision built to last a lifetime. 
Anyone can operate it without special training. 





Special free trial offer! Try this low-cost equipment on 
your catalogs in your office or plant. It is UNCONDITIONALLY 
GUARANTEED to be satisfactory in all ways. 


*Patents Pending 


Mail Coupon for SAMPLES and FREE TRIAL OFFER - 


General Binding Corporation, Dept. O-7 

810 W. Belmont Ave., Chicago 14, Ill. 

Please send me Bulletin !!00 describing your new 
low-cost portable GBC plastic binding equipment... 
also 2 handy memo books bound this modern way. 
Tell me how I can try this equipment without obligation. 


Name. 
Cc 














Address. 
City. Zone. Stote 
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use SHEPPARD 
lightweight 
Air Mail 





and 


Commercial styles. 


PENVELOPE C 


1 Envelope Terrace 


Worcester 4, Mass. 





that what business needs most is not a 
computer in the sense usually encoun- 
tered, but rather a tremendous storage 
device with computing elements and out- 
put units completely integrated with the 
storage, the control system for which 
will no doubt seem truly fabulous by to- 
day’s standards. It is hoped that a new 
approach will give us what we really 
need: high speed random reference, 
either for obtaining or changing data, 
without the need for sorting in order, 
collating with ridiculous match ratios 
and, in general, wasting computer time 
and having serious coding problems. 

Another critical area in the develop- 
ment of business machinery is that in 
which information enters and leaves the 
business system. Some attempts have 
been made to get those who initiate tran- 
sactions with a business office to pre- 
sent their information in mechanical 
form. Mark sensing on cards or paper 
forms is an example. _. Photoelectric 
scanning to operate a punch or type- 
writer seems possible. Research into 
aids for the blind may eventually lead 
to devices for converting the words of 
natural language into the words of ma- 
chine language. The complementary 
problem of output in a business system 
is usually that of completing printed 
forms, such as bills, statements, checks, 
ete. One of the brightest aspects of 
past office equipment accomplishments 
is printing from punched cards. There 
are other devices in the design or work- 
ing model stage which will speed up this 
kind of printing. 

In this connection I might mention 
the wire printer now under test in our 
office. This machine reads standard 80- 
column cards and prints premium 
notices at the rate of 900 lines per min- 
ute, or on the average, 180 forms per 
minute—rated speed. It is strictly a 
special purpose machine. It has no ac- 
counting features whatever. But I feel 
it is a good example of improvement in 
speed which is possible with card oper- 
ated machines. I cannot accept the idea 
that the possibilities with punched cards 
are exhausted nor that we must change 
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With AUDOGRAPH dictation... 


it's Mdded Business Capacity... every time! 





Users report office output upped 30% 


@ Sooner or later nearly all busi- 
ness offices may be faced with a 
shortage of personnel as Defense 
Program inroads increase. 

If your office is provided with 
the A B C of Aupocrapn dicta- 
tion, you can meet this problem 
before it strikes. For AUDOGRAPH 
dictation means stepped-up out- 

ut wherever it is utilized. 

rominent users, already feeling 
the personnel pinch, report nor- 
mal office output despite a cur- 
tailment in staff of 30%. 

Send in the coupon, today, and 
discover how AupocraPH dicta- 
tion can provide your office with 
the A BC of getting things done. 











£ 


We sincerely regret that delay in delivery of 
new AupDOGRAPHS is sometimes unavoidable. 
Our people and facilities must fulfill not only 
the increasing demand for Aupocrapus, but 
also the exacting requirements of national 
defense production. If you are waiting for 
your AupocraPH, please be patient—and in- 
sistent, 


tater : TANT: ue 


@ AUDOGRAPH sales and service in 180 prin- @ THE GRAY MANUFACTURING COMPANY, Hartford 1, Conn. 
cipal cities of the U.S, See your Classified : 3 
Telephone Directory — under “Dictating @ Send me Booklet 7-R—“Now We Really Get Things Done! 
Machines.” Canada: Northern Electric Com- 

pany, Ltd., sole authorized agents for the 

Dominion. Overseas: Westrex Corporation 

(export affiliate of Western Electric Com- 

pany) in 35 foreign countries. 








Tue Orrice—July, 1951 








_ FLEXIBLE Ni 
SIMPLE / 
ACCURATE JV 
ECONOMICAL V 


Some of the users of 





our equipment are 


United Aircraft Corp. 
Petroleum Heat & Power Co. 
U.S. Rubber Co. 

Marshall Field & Co. 

Gillette Safety Razor Co. 
S.K.F. Industries 

Ford Motor Co. 

Esso Standard Oil Co. 

Union Carbide & Carbon Corp. 


General Electric Co. 


Write for 


Salvation Army descriptive literature 





VUE-FAX, the new vertical, visible record keeping method for either machine or . 
_ hand posting, gives complete system control with novel and simplified features. 


_ Ata glance all accurate, factual information is immediately available. It is a com- 
» pact, flexible and simple system designed to fit the requirements of every department. 


No fixed cards—no wire clamps or pockets—no involved handling. Three mergins 
of visibility—horizontal, diagonal and vertical, facilitate ready location, refereice, 
posting, signaling etc. 


Available in a price range that invites comparison with any other system. 


Also Manufacturers and Distributors of Snap Carbon FORMsez— 
Distributors in All Principal Cities 


Wuehak CORPORATION 


90 GOLD STREET. NEWYORK 738. N-. Y. 


Tue Orrice—July, 1951 








to . new oe such as magnetic tape. . 
very office should study its work WICO 

carefully to determine what kind of R N L Sanue Guuhoer a. seawr 
equipment would be most advantageous. . the precision results. 
We have usually takea whatever general — RONEO quality and the 
purpose machines were available and low RONEO price are on 
our systems have been built around your sales force. 
them. As we use increasingly automatic 
machines, we need to consider whether 
tailor made machines may not give us 
greatly inereased benefits. After all, 
the general purpose machines always 
represent a compromise on the part of 
the designers who are trying to meet 
a number of conflicting requirements. 

Obviously such studies involve a great 
deal of careful cost comparisons. Due 
to the organic nature of automatic office 
operations, a variation in one part 
usually affects the whole. So that cost 
comparisons must be made on a com- 
plete operation basis. Cost comparisons 
have not, I fear, been well set-up in 
connection with the ideas of new ma- 
chines. Many of the problems of using 
the new machines do not show up until 
the detailed procedures are planned. 
Only then can we be sure where we are 
going. 

There is also a need for improved 
tools for analyzing clerical operations 
and for better methods of presenting _ PRINTING PRESS PRECISION 
the results of this analysis. Tools, such RONEO multi-coler press precision 
as the process flow chart, need to be ene comves, Damen, paper toes te 
refined and improved to the point where is worth saving shest. For I-color 
they can be standardized. Techniques duplicating RONEO Sonnet, be 
for this analysis can only be improved Demonstrate RONEO ple F coer 
through use, and reflection on the re- work and watch sales rise. 
sults of this use. A standard symbolism 
would help all of us involved in office TOP-END STENCIL RELEASE 
mechanization to interchange informa- LEAK-PROOF CYLINDER 
tion. Standardization of this kind is a ECONOMY OPERATION 
highly technical and difficult task and 20 SEC_ COLOR CHANGE 
the pioneers in this effort deserve our STREAMLINED 
encouragement and support. DESIGN 

Little need be said on component re- CALL 
search. More has already been accom- Cl 5-6940 
plished in this than in any other area 
and this situation presumably will con- 
tinue. The unrestricted development of 
components is a good practical approach 
as it is in other fields of scientific in- 
vestigation. Which of these components 
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are used in office equipment, must even- 
tually be dictated by economic considera- 
tions. This choice will not take place 
until business has analyzed its needs. 


Training of technicisns in the busi- 
ness machine field has been a rather 
haphazard affair. The producers of 
office machines maintain their own staffs 
of highly competent technicians. Rather 
elaborate programs have been set up 

, for training punch card operators. But 
they are elementary. They don’t train 
)systems men adequately, and usual 
* sources of training, schools and colleges, 
‘are sadly unaware of the needs created 
‘by office mechanization. There is no 
Funiversity or technical school prepared 
}to adequately train machine technicians, 
‘office methods analysts or office equip- 
‘ment design engineers. This is partly 
due to the fact that there is no distinct 

ody of knowledge which could be 
“taught. It is up to business to carry on 
m two-fold program of developing this 





knowledge and interesting educational 
institutions in the problems. 

The combination of knowledge re- 
quired in the future for methods analy- 
sis includes business administration and 
accounting, but also mathematics and 
logie; cost accounting, but also at least 
an appreciation of mechanical and elec- 
tronie engineering. This is a combina- 
tion not likely to be familiar to voca- 
tional guidance centers. It should be 
the responsibility of those of us in busi- 
ness and in the office machine industry 
to make our needs known to those in 
the educational field who can eall the 
attention of young people to this new 
employment frontier. 

A revolution in office methods is com- 
ing. Let us prepare for it eagerly, but 
let us be realistic and sensible. Let us 
build the future methods structure on a 
firm and trustworthy foundation.—F rom 
a paper presented at the Wayne Uni- 
versity Conference on Automatic Com- 
puting Machinery. 





In Erasing, Too, 
MAGIC IS AS MAGIC DOES! 


There’s no rabbit trick—no magic—when it comes to 
finding the best way to save time and tempers when 
mistakes are made in handwriting, typing and busi- 
ness machine impressions. 





Superb quality Weldon Roberts Erasers, efficiently 
sized and shaped for neatest, fastest work save the 
entire re-writing of letters and records that could be 
spoiled by “messy” erasing. 


ndy elliptical shape for pencil 


he ELLIPTIC. Soft, gray eraser in 
nd ink erasures on all types of 


There are many styles in time-saving Weldon Rob- 
erts Erasers especially suited to your requirements. 
Ask your dealer for recommendations or write us. 


work: typing, accounting, draft- 
ing, handwriting. 


WELDON ROBERTS RUBBER CO., Newark 7, N. J. 
World's Eraser Specialists 


Woldon Ro®ewds Snorer 


Correct Mistakes in Any Languag-: 
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and his ‘‘Boss"’ know just 
where they stand by segre- 
gating and tabulating vital 
operational statistics, such as: 


SALES ORDERS 
UNIT INVENTORY CONTROL 
PRODUCT ANALYSES 
CASH PAYROLL DENOMINATING 
FOOD PORTION COUNTING 


...and many other quantitative changes—You see, 
‘Successful Joe’’ has put the DENOMINATOR to work 
in his office and has found that this ingeniously designed, 
easy-to-operate and modestly priced device pays off 
handsomely on these and 
numerous other ‘Keeping 
Count’ business activities. 





For detailed information, write 
Dept. 1-0, without obligation. 


a Deron nator Compa ny, 


261 BROADWAY NEW YORK 7 


Manufacturers of Tabulating Machines for over 35 years 
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6 O/ stoutly insist that PANAMA-BEAVER 


Typewriter Ribbons are best for superior letter 


production . . . because of their fine inking, re- 
cuperative property and sustained perfection 
on the job. Short cut to office efficiency... 


and unmatched for ultimate economy! 


/? 
PANAMA-BEAVER 
Ri Wine 


MANIFOLD SUPPLIES CO., 188 3rd Ave., Brooklyn 17, N. Y. 
Coast to Coast Distribution 
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How Much Can the World’s Fastest 
Adding Machine Do in a Day? 





THESE 1760 FEET OF TAPE represent just one 8-hour 
day’s work for the world’s fastest adding machine. 
The easy-to-use, all-electric Clary adds, subtracts, 
multiplies and divides at the rate of 188 operations 
a minute, as much as 48% faster than other adding 
machines. This means that one Clary has the work 
capacity of two ordinary adding machines. And not 
just for experts; only ten minutes instruction 
teaches you the Clary’s one-touch operation. 


ROTARY PRINTING is Clary’s 
speed secret. Instead of noisy, 
moe back-and-forth action of 
old machines, swift, silent wheels 
spin out answers in split-seconds. 
Try a Clary and see. 


ONE TOUCH enters an entire item, 
eliminates 4 to5 motions on every 
figure printed. Hand-span key- 
board with extra add bar for the 
thumb makes this possible. All 
control bars are motorized, no 
latches or levers. 


Look for a Clary Representative 
x pen - 


in phone boc 


ellow pages. 


oes of Adding Machines and Bookkeeping Cash Registers 


Clary does your ‘nh faster 


FREE— Helpful booklet—“Time, People and Equipment” is packed with management ideas. 
CLARY MULTIPLIER CORPORATION, Dept. 0-6, 408 Junipero Street, San Gabriel, Californi.. 
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The CRESTLINE File, 
for example, embraces 
every fine feature 


that your customer 


Equipment Salih teas BA* Cable 
designed with File . . . Concealed 


thumb latch, controlled 


: YOUR CUSTOM E R baked enamel finish, 
, IN MIND ee plus a wide range of 


drawer arrangements. 


These features and 


many others make 
CRESTLINE your 


customer’s top choice. 

















SECURITY STEEL EQUIPMENT CORPORATION, AVENEL, NEW JERSEY 
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WHAT IS A MACHINE? 


It's a machine that copies anything that is typed, drawn, 
written or printed... and it does it faster, cleaner and 
better than any other method. 





sar S25 pags " 


Rg 


The OLD TOWN Spirit Duplicator, finest on the market, 
reproduces up to 600 copies in a matter of seconds. No 


intermediate steps . . . simply clip master sheet to machine, 
press button and Presto! you get copies. No ink, no stencils, 
no gelatine, no type, no mats. It's magic . . . and it costs 
little more than a typewriter. 4 


O10 Town Since: Duplicator 


AS ESSENTIAL TO YOUR BUSINESS 
AS A TYPEWRITER 


O10 Town 


CORPORATION 


IRIN Rie: per eorrsy: 





Manufacturers of typewriter ribbons, carbon papers 
and duplicating supplies since 1916 


A OCTETS SR ae SE 

[ OLD TOWN CORPORATION ; 
BROOKLYN 17, NEW YORK ae 

I'm interested in hearing more about your Spirit avpicter. 


NAME 





ADDRESS. 
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MITE IN SIZE-:- 
MIGHTY IN PERFORMANCE 


This full keyboard Monroe Calculator is tiny in 
size, tremendous in figure production. 
Occupying no more space than a letterhead, these 
L-model calculators, nevertheless, are engineered to 
provide full measure in speed and accuracy. Their 
light weight and compactness give them a portability 
rare in a calculator that can do so many figuring jobs. Ye Fone on le 
Add sturdiness and the exclusive ‘‘Velvet Touch”’ Model LA 5-160 
ease of operation — you’ll know why Monroes reduce overhead 
and increase profit. 
Whatever your figuring need, Monroe makes the model to meet it in a line ranging 
from hand-operated machines to the ultimate in swift, fully automatic calculators. 
Ask a representative for a free demonstration of how Monroe can speed 
work, end figure-fatigue, and cut costs in your office. 


MONROE CALCULATING MACHINE COMPANY — GENERAL OFFICES: ORANGE, N. J., U. S. A. 





It counts 


tickets, tabs, coupons, forms, checks, currency 
more quickly, more accurately 


than you can! 


And if you feel bad about it ... let us assure 
you that the Tickometer counts faster than any- 
body can—even an experienced hand counter! 
From 500 to 1,000 items per minute, showing part 
or full count on visible registers. 

It’s in use in hundreds of places. .. saving high 
priced clerical time, speeding up accounting. 
Counting sales slips for stores, checks, currency 
for banks, forms in offices, tickets in ball parks and 
amusement places... And (optional) it will also 
imprint, endorse or cancel the items counted. 

Anybody can use the Tickometer. It’s easy to 
adjust to any job. And as it is rented, never sold— 
no investment is required either. Precision- built 
by Pitney-Bowes, it is serviced from 93 PB offices. 
Call the nearest office for a demonstration .. . or 
send the coupon for free booklet! 


= PITNEY-BOWES 


\eTICKOMETER 


Counting & Imprinting Machine 


Made by the originators of the postage meter 
... Offices in 93 cities in U.S. and Canada 


PITNEY- BOWES, Inc. 
3489 Pacific St., Stamford, Conn. 


Please send illustrated Tickometer booklet to: 


Name 








Firm 
Address 
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This fresh young thing is still 
fresh at the end of a busy 
day. Reason: she sits in an 
individually fitted Sturgis 
posture chair. A capable 





girl and a Sturgis chair are al- 
ways a good production pair. 


Executive, stenographic, reception 
and institutional chairs posture-de- 
signed for the person and the purpose. 


POSTURE CHAIR CO. 
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proud fo announce our new 


DUAL puRPOSE 
Pure silk RIBBON 


The most amazing ribbon ev’ 
of it! One ribbon for 
finest for typing poper plates 

machines (multilith, etc.) 9S well os for 
straight typing work. 


Look at these advantages 


EXTRA SHARP WRITING 
d regulor sik will 
ies that can't be ob- 


abso thon 
ou are guaranteed 
rodual wear-down. 


NG 

Klean write pure silk ribbons have extra 
tensile strength so that they will give maxi- 
mum weor on electric typewriters. 


NKEL MANUFACTURING CO 


owt ESTABLISHED 1906 
ears of Manufacturing Know-H 
-How” 


DENVER, COLORADO 
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why take less — 
than the hest? =” 


MERCURY PRODUCTS 
always ring the bell 


For easier, faster press adjustment... 
clear reproduction ... and important 
economies in operation—switch to 
Mercury-Lith Rollers and Blankets for 
your multilithing machines and 
Mercury-Graph Rollers for your 
multigraph equipment. You'll notice 
the improvement right away. 























RAPID ROLLER COMPANY | 


D. M. RAPPORT, Pres Federal at 26th Street CHICAGO 16 
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Production Pluk 


of the new 
Remington 
Llbélic-comrmy, 
Typewriter 
increases 

typing output 

--» Slashes 


typing time! 


Mail coupon for the 
amazing economy story of the 


Remington Electri-conomy > 





Yes, American Industry has discovered t 
the Remington Electri-conomy Typewri 
can turn out more work, better work in 
time, and with less effort. 

So why not let the Electri-conomy m 
your typing needs in these times when grea 
individual productivity is SO important. 

Vital records, accurate statistics, multi 
reports, legible carbon copies distinctive 
respondence are prepared swiftly and w 
electric ease with this magnificent new electric 
typewriter. 


Sane ea 





moe --- + - 4 
' Remington Rand, Room 2150 
315 Fourth Avenue, New York 10, N.Y. 
[] Yes, I would like a FREE copy of folder RE 
8353 describing the new Electri-conomy. 
1) I would like FREE Electri-conomy Test in my 
office — without obligation of course. 


Name 





Cc 





sd 7 


Addr 





City. Zone. State. 





Ii: sce sik die cc iia eaese ieee ‘ec iacad a 








¥ 


Byte Re, 


rm _ 








RIBBON 
MANUFACT 


6° 35am BON 
IING 


tao, INC. 


ACT OBe HARRISON, N. J. 


URINC 
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the new improved 


SUT 


an outstanding 


Success / 


a 


This 6% pound Adding Machine 
is in big, growing demand 


Extensive research has enabled us 
to pecs a new, improved 
Swift Adding Machine—a portable 
adding machine with 9-column 
capacity, visible adding dials and 
all-steel case. 

The tremendous response of the 
trade and public has shown them 
quick to recognize the handy port- 
ability and value of this new Swift 
Adding Machine. 


Dealer orders are snowballing. 
Every day we receive many letters 
from consumers, inquiring about 
the Swift...and from dealers, 
telling us about the wide, growing 
interest. 

We are doing everything pos- 
sible to fill our fs se 
...and to place more Swift 
Adding Machines in the hands of 
the public. 


SWIFT Business Machines Corporation » Great Barrington, Mass. 
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PRONTO FILE CORPORATION 


285 Madison Avenuc 
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oe They begin where mere adding machines leave off 


mek YOUCAN EALEULAE 


NSN WITH NEW VicTORS 


New Victor Custom models are more 
than just adding machines. They do many 
important calculating jobs, too—thus sav- 
ing the extra cost of more expensive ma- 
chines that need trained operators. 

Victor Custom models do such im- 

‘Tie Coubloan, portant calculating jobs as figuring op- 

10-key Keyboard rating and budget ratios, comparative 

Totals 999,999,999.99 sales percentages, profit and loss state- 
ments and many other figure problems. 
They add, subtract, multiply, divide, auto- 
matically compute credit balance and 
print results on the tape. 








[®D 0987654321 Q)\ 


Movable Decimal Marker Speeds 
Caleulation—Exclusive with Victor. 
Point off decimal places by pre-setting 
the marker. Eliminate counting col- 
umns on tape. Speeds calculating, mul- 
tiplication, division, addition and sub- 
traction of decimal equivalents. 





Like Coubden, 
Full Keyboard 
Totals 999,999,999.99 There are 42 basic Victor models. 

3 : To learn how Victor can give you extra 
Calculating Jobs without service on your figuring problems mail 
Trained Operators — Thats coupon or call the Victor Branch or 

the “Plus” We get from Dealer listed in Classified Phone Book. 


iba trorsiausaaries 


APU eA aN REE Sn oN rae 


th RB Reg 


| Victor Adding Machine Co. 


y Chicago 18, Iil., Dept. OM-7 

1 ( Please send me free new booklet ‘Secret 
1 of Speed.” Tells how Custom machines do 
§ many important calculating jobs. 

' Send me free information on complete 


; ictor line. 
l Name 





VICTOR ADDING MACHINE CO. ALGi'L@ | Se 
Chicago 18, Ill. HAS WHAT pany Name. 


' 
The World's Largest Exclusive y Address 
Manufacturers of Adding Machines IT TAKES « City State 


Leese tose aeseauneasesseananee 
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Joltase is your job, tbo- 
how to hep » your County OW 


TEAM UP WITH THESE TYPICAL AMERICANS 
IN THE PAYROLL SAVINGS PLAN! 


* Mrs. Eleanor Minkwic, 
drill press operator of Bur- 
roughs Adding Machine Com- 
pany, introduces her Army 
veteran son, Vernon, to her 
boss, Burroughs President 
John S. Coleman. “In 19421 
began buying Savings* Bonds 
through the Payroll Savings 
Plan at Burroughs,” says Mrs. 
Minkwic. “Today they're help- 
ing Vernon’s G.I. allowance to 
see him through college!” 


US Savings Bonds are Dofiase Bonds 
Buy Them Regularly! 


Topay join other Americans—business leaders and employees—in 
their drive to make our country more secure. If you’re an employee, 
go to your company’s pay office now and start buying U. S. Defense 
Bonds through the Payroll Savings Plan—the safe, sure way to save 
for America’s defense and for personal dreams-come-true. 


If you’re an employer, and have not yet installed the easily han- 
dled Plan, you will soon be contacted by one of industry’s leading 
executives. Sign up with him—and help him put the Plan in every 
company! It’s a practical way to help preserve our nation’s future 
and the very institutions that make our lives worth while! 


Your Government does not pay for this advertising. It is donated by this publication 
in cooperation with the Advertising Council and the Magazine Publishers of America. 
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SHARP 
\ LEGIBLE CARBONS 


ate vill lr budimedd 





Se 








FOR PERFECT COPIES, Dudinguished 


TARA eZ CARBON ‘dinguithed 


Shipping department, billing department, the boss’s confidential file . . © 
every duplicate is a perfect record when you use TARA. 100% rag 
tissues with hard, clean surface mean sharp, accura 
reproduction and easy reading. N: 
smudging, no fingerprints, faintness of 
blurry erasures. Yet TARA” 
brighter writing and longer life cost yo 
no more than ordinary carbon papers 


ae 





<TR, DS meet eae a 





est Loke Street . 


THE AMERICAN Caner bhi en 


The carbon with 
@ perfect record 


Exclusive Silver Shield 


Non-Curl Backing 


PROVE IT NOW! 
No matter how many copies you usually 
make, try TARA... FREE. Mail the coupon 
now for free samples without obligation. 











olivetti 14" 


IMPROVED DESIGN 
FULLY AUTOMATIC 


printing calculator 


We take pride in the reception accorded the OLIVETTI 14/5! 
Printing Calculator by American business, always ready to 
adopt progressive, time-saving methods. 


Combining the features of a high-quality calculator and a 
high-capacity adding, listing and subtracting machine, together 
with fully automatic operation and accurate printed record, 

the OLIVETTI 14/51 answers this demand for greater efficiency. 


Request a demonstration under your actual operating conditions. 





Sales and service throughout the United States 





Olivetti Ofelselele-bateyi| of America EXCLUSIVE U.S. DISTRIBUTOR 








SUPPLIERS OF EXPERTLY CONSTRUCTED 


SILK FABRICS 


AND 


NYLON FABRICS 


FOR MANUFACTURERS OF 
QUALITY TYPEWRITER RIBBONS 

















MUN Tine. 


21 WEST STREET, NEW YORK 6, N. Y. 











TELEPHONE HANOVER 2-5425 
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Please send me information on the 
Hermes PLUS-PROFIT line 
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State 
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Paillard Products, Inc., 265 Madison Ave. 


New York 16, N. Y > 
» 
OM-7 m1 
oa 


+ x 
thea k®™ 


The Hermes “Rocket”, world’s light- The Hermes *2000° is the only 
est, strongest and most compact full-featured portable with both 
portable available in over 70 automatic tabulator and lightning 
foreign language keyboards. margins. 


Rocket, and 
*2000” mean more Profit to you ! 
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SPIRIT 
DUPLICATING 
CAR Of 
PAPERS 


QUEEN SPIRIT DUPLICATING 
CARBON PAPERS bring superb 
new functional ease and facility 
to every type of typewritten 
copy, art or printed matter. 


QUEEN SPIRIT DUPLICATING 
CARBON PAPERS are available 
for short, medium or long runs. 
Specify your exact needs when 
purchasing QUEEN QUALITY 


Try Queen today—write for DUPLICATING CARBON 
your free samples PAPERS. 


UEEN RIBBON & CARBON CO., INC. 


Executive Offices 


128 Wythe Avenue 


Brooklyn 11, New York 


Factories: Brooklyn, New York and Chicago, Illinois 
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Stencil buyers like the clean convenience 

of Sure-Rite Seal Tab film stencils. Files aren’t 
sticky, stencils don’t gum up duplicating 
machines, stencils lay flat and clean on the 
boss’ desk. The new Red Sure-Rite Seal 

Tabs completely eliminate objections to messy 
glue! Just press to seal—and corrections 

are far easier! 


PUT BLACK FIGURES IN 
YOUR PROFIT COLUMN! 


Impending shortages of film put the new Red Sure- 
Rite Seal Tab Film Stencils in a class by themselves! 
Film may be reused easily! Phone today for more 


information. 
PATENTS PENDING 


Sure-Rite PHONE LONG DISTANCE LD244 DENVER! 


Shooting Star in want 


SHORTAGES OF FILM 
MAKE SEAL TABS 


Film Penow with | som vute 
Stencils... 


REUSED 


AMERICAN 


STENCIL 
MFG. CO. 


2714 Walnut Street 


Denver, Colo. 
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Navy “Panther” Jet Fighter—Manufactured by Grumman Aircraft Corp. 
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SPEED 
IMPORTANT IN PAPER 
WORK, TOO! 


Company after company has put jet action 
into its paper work production—licked de- 
lays—eliminated errors—by incorporating 
Colitho Offset Master Plates in its ideas 
systems forms. 


Any form can be preprinted on Colitho 
plates and you tet them like ordinary 
forms—fill them out by hand, typewriter, 
or other business writing machine- -and 
you do it only once. Then, on any o.fset 
duplicator, the Colitho plate quickly gives 
= hundreds, even thousands of original- 
ike copies—clean and easy to read. 


Colitho plates are supplied blank, or 
they can be printed with any form, ready 
for your own fill-in—as single plates— 
part of a “snap-out” manitold set—or 
continuous, for use on tabulator, teletype, 
formswriter, or addressograph. 


If you're looking for economies and 
increased efficiency in your plant and 
office, don’t overlook the savings you can 


38 


find in your business paper work by using 
Colitho Offset Master Plates. 


Let us show you how they are being 

used in purchasing, engineering, produc. 

tion, auditing, tabulating and es- 

timating. Write for the Colitho 
sample _ le ea ! 


COLUMBIA RIBBON & CARBON MFG. CO., Inc, 
Main Office & Factory: 

101-7 Herb Hill Road, Glen Cove, L. I., New York 

New York Sales and Export: 58-64 West 40th Street 

Branch Offices and Distributors in principal cities 

Consult your local Telephone Classified Directory 








OFFSET MASTER PLATES 
Colitho plates and supplies make any 
offset duplicator a better duplicator. 
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REGULATIONS TO GOVERN THE PRESERV A- 
TION OF RECORDS OF PUBLIC UTILITIES 
AND LICENSEES. Government Printing Office, 
Washington, D. C., pp. 27, 15 cents. 
Regulations effective Aug. 1, 1938, with 

amendments to Jan. 1, 1951, adopted by 

the Federal Power Commission, which 
apply to all accounts, records, mem- 
oranda, documents, papers and corre- 
spondence prepared by or on behalf of 
the public utility or licensee and those 
which come into its possession in con- 
nection with the acquisition of property, 
such as by purchase, consolidation, or 
merger. Catalog No. FP 1.7:P 96/951. 


GRAPHIC PROFIT ANALYSIS AND THE BREAK- 
EVEN POINT by A. Francis Pillshury, San 
Francisco, pp. 35, $2.50. 

A system for figuring the point in the 
downward trend where net profit will be 
reduced to zero or replaced by a loss, de- 
veloped by the secretary and office man- 
ager of a nationwide chain of cafeterias. 
Graph forms for use with this method 
are also available. 


PRICE CONTROLS POLICY MANUAL by Dr. 
Julius Hirsch and William J. Casey, Business 
Reports, Inc., New York; pp. 200, $12.50. 
How accounting records, economic data 

and operating figures on industry may be 
found, organized and used in working 
out a livable price ceiling. Specific rec- 
ommendations and working aids on 
adaptation of accounting records to give 
information necessary to price properly, 
to seek adjustments and relief, and to 
demonstrate compliance with price con- 
trols. What can and cannot be done in 
modifying cash and quantity discounts, 
eredit terms, and service and trade-in 
features. Contains looseleaf forms, work- 
sheets and other inserts. 
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HOW TO CUT DOWN ON 
OFFICE HEADACHES! 


@ The use of Kil-Klatter type- 
writer pads is about the simplest 
way to cut down on those office 
noises that cause errors, careless- 
ness and headaches. 


@ Absorb the shock and deaden the 
sound of typing. 


@ Made from genuine OZITE felt, 
with dent-proof top and skid- 
proof bottom. 


@ Fit many other office machines, too. 


$|25 


AT YOUR STATIONER OR OFFICE SUPPLY DEALER 
AMERICAN HAIR & FELT CO. 


Dept. T17, Merchandise Mart, Chicago 54, Ill. 


KIL-KLATTER 


i i i i i ie 


THE SCIENTIFIC TYPEWRITER PAD 








iest to operate of all the 
ounting machines 


own staff can quickly learn to use it. No 
jal operators need be hired. Here’s what 
firms say: 


HIGAN: “We went around to other com- 
es to examine their methods...the 
ington Rand accounting machine seemed 
dler than others.” 


IFORNIA: “We installed the machine 
ut a special operator . .. One of our em- 
es was trained without difficulty.” 


Booklet AB-392 shows 
you how to slash your book- 
keeping costs by 40% to 
60%. Ask your local repre- 
sentative, or write to Man- 
agement Controls Reference 
\ Library, Room 1221, 315 
} Fourth Ave., New York 10. 


MARYLAND: “The simply designed keyboard 
and the complete visibility of the writing line 
are great aids to speed and production.” 


Let us show you how your present employees, 
familiar with your procedures, can easily 
operate this machine. Just one simple key- 
board. Standard alphabet keys. Only ten 
numeral keys for all the figure work. 

All the operator does is enter amounts and 
descriptions. The machine does the rest of the 
job automatically, giving you 
completed and proved records 
with up-to-date balances. 





Have You 
A Modern Office? 


CHARLES O. LIBBEY 


Head, Office Methods Staff, Tennessee Valley Authority, 


Chattanooga, Tenn. 


preface a question with this re- 

mark: “You see, I have been in- 
terested in office management only a 
year or two.” We know of course what 
he meant by his modest statement, but it 
could not be true. As an executive he 
should have been interested in office 
management for many years although he 
had not given that name or definition 
to his interest and responsibility. 

The first crude business ever de- 
veloped in ancient history must have had 
office management although we could 
hardly recognize either that office or its 
management today. Everyone since that 
time who has had business responsibili- 
ties must be interested in office manage- 
ment. By and large, all the term “of- 
fice management” does is to recognize 
the groups of office services in the mod- 
ern office, to classify its problems, to 
realize that there are good and bad solu- 
tions from the field of experience, and 
to give it a rough sort of unity with a 
name or label. 

The term “scientific”, sometimes glibly 
attached to office management, has been 
more of a promise than a realization. 
We use it less today, I think, than years 
ago, yet we have more reason to use it 
in some places than ever before. As we 
enter this latter part of the century we 
are developing a body of knowledge, 
some principles of operation, and a 
terminology of our own. While the 
realization of the term “science” is a 
long way off, we have reason to hope 
that the scientific method is being em- 
ployed more and more. 

Back in 1900 there was no association 
such as NOMA for pooling information 


Ne long ago I heard an executive 
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or organizing progress on a wide front. 
Twenty years went by before NOMA 
was organized and at the end of 20 more 
it had only 1000 members and 25 
chapters. The past decade has seen the 
NOMA grow to 10,000 members and 123 
chapters. This has not resulted from 
propaganda, national advertising, or 
sales techniques. It could only come from 
the demands of business and it parallels 
and reflects the growth in interest and 
—— in office management it- 
self. 

Review rapidly the trend in our offices 
with increasing force during recent 
years. Each item can be brief because 
you recognize this transition without 
statistics. 

1. The office has more employees and 
more divisions of labor than ever before. 

2. There are more records, more 
paperwork, more forms, more routines. 

3. Machines and equipment have mul- 
tiplied with more specialized applica- 
tions. 

4. The techniques of methods simpli- 
fication are more generally understood 
and utilized. 

5. National and company standards 
are being developed. 

6. There is more tendency to recognize 
and combine office operations under one 
responsibility. 

7. Various associations representing 
special interests in the field are being 
organized. 

8. Offices are more conscious of the 
working environment for office em- 
ployees and for their well-being. 

9. Office employees are developing a 
group consciousness, and management 
recognizes more clearly that it has a re- 
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sponsibility to them as a group. 

10. Employee training and office 
manuals are everywhere on the increase. 

11. Management recognizes more fully 
the importance of defining organization 
and clear lines of authority. 

12. Management has viewed with 
alarm the increase in office costs and 
realizes that procedures and_ services 
must mesh together efficiently, con- 
sistently, and economically. 

13. Management is using more staif 
and consultant assistance in the office 
with the realization that fact-finding 
must precede decision. 

These trends are moving forward with 
experience influenced by a variety of 
circumstances, characteristics, and in- 
ventions. This movement catches up with 
and passes the inattentive, the pro- 
vincial, the conservative man. The late 
Frank Vanderlip defined a conservative 
as “a man who does not believe in trying 
a thing for the first time.” Too many 
conservative offices have not believed in 
trying a thing for the first ten years, 
I suggest we take inventory of our- 
selves. Have we an office with elements 
adapted to our needs in this movement 
of office management? 

Our modern office is in a variety of 
forms to meet a variety of situations. It 
may be a desk and chair in the corner of 
a small factory or in some branch sales 
office. It may encompass an enterprise 
of some public service with floor upon 
floor of offices. Some office services may 
be centralized and still have many other 
| separate offices at the point of use. It 
has been pointed out that the large of- 
fice is only a collection of smaller offices. 
The office is in a state of evolution and 
we find all types of development. 

Large or small, however adapted to its 
particular purpose, office service must 
include space and communications, 
equipment and supplies, methods and 
procedures, and people who use these 
methods with this equipment in this 
space. Office management is the meshing 
of these services to furnish the mechan- 
ies for obtaining the objectives of the 
enterprise. 


42 


It has always seemed to me that if 
we cannot draw a chart of our organiza- 
tion the chances are there is confusion 
somewhere. Many an organization must 
function by tradition and the channels 
of command, control and coordination 
are distorted by personalties and unco- 
ordinated growth beyond reason or sim- 
plicity. Whether we wish to circulate a 
chart or not, can we put down on paper 
the relationship of office service to the 
rest of the organization and the rela- 
tionships of the office service units to 
each other? You cannot hit a target 
unless you can see it. 

When we plan office service for such 
a chart we shall find definite peculiarities 
in relations to other offices: 

1. Office services do not form a true 
function in themselves but are a mis- 
cellaneous group of activities which cut 
across and are potentially a part of all 
functions. 

2. The trend in larger, progressive or- 
ganizations is to centralize certain office 
service for more consistent standards of 
operation, for specialization of tech- 
niques, and economy and efficiency. 

3. Centralization has no excuse for 
being except that it can render these 
services more consistently efficient and 
economical than other offices could per- 
form them for themselves. 

4. These services are heterogeneous. 
Other units of organization are identi- 
fied with activities of a generally similar 
nature or operate with related or allied 
techniques. This is not true with office 
service; each separate service employs 
different techniques and knowledge at 
the processing level. Think of the dif- 
ferences in running a duplicating ma- 
chine, a switchboard or a file. 

5. The quality of the service is basic. 
The processing supervisor is the key 
person in the service. .He comes into 
direct contact in a “customer” relation- 
ship almost as if he were part of the 
outside functions. 

6. Different office service activities 
reproduction, custodial, filing, stenogra- 
phic, supply and equipment standards, 
mail, layout, and so forth, are easily 
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identified by the client or “customer” as 
separate services grouped for general 
administrative purposes. 

These characteristics are not neces- 
sarily identified in the smaller offices, of 
course, but they gain importance as 
these services are separated, centralized 
and supervised. If we are to have a 
clear concept, I believe we shall come 
to two principles in the internal or- 
ganization .of office services: 

1. We should furnish technical leader- 
ship to our processing supervisors. 
What they need is not more general ad- 
ministrative control and direction so 
much as a supervision that understands 
their problems. There has been in- 
creasing specialization in all of them: 
new equipment, new methods, new 
standards; advanced by manufacturers, 
publications and associations. The pro- 
cessing supervisor in charge will have 
his hands full rendering day-to-day 
service. He will need direction in re- 


search, innovations and improvements. 

2. We should spread and not pyramid 
the supervision of these services. When 
we place layers of administration be- 


tween the processing supervisor and the 
office manager we are likely to screen 
out all real information except in emer- 
gencies. It. looks all right on paper— 
but we insulate the office manager from 
real knowledge of what is going on and 
we insulate the processing supervisor 
from any real direction from the office 
manager. 

There are many problems involved 
in this clear concept of office services: 
the relationship of the office manager 
to other offices and to top management, 
the question of what to centralize, the 
development of staff work in line organi- 
zations, and the place of methods simpli- 
fication and forms coordination. At 
some stage of evolution from small to 
large, all these will become problems to 
the expanding office. 

Whether in a small or large organiza- 
tion we should know where we are going 
and have some sort of road map of the 
territory. If we have a program of 
progress definitely in mind for our par- 
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Charles O. Libbey (left) receiving THE 

OFFICE Magazine's Schulhof Award from 

William Smith at the NOMA Conference in 
New York, May 20. 


ticular organization, we can adapt it 
progressively as we go along. The field 
of experience is here for the selection. 
Call it program planning; call it an 
outline of objectives; call it a five-year 
plan. I call it the principle of progres- 
sive adaptation. 

In office management we are usually 
talking about details, but we should 
maintain a proper perspective. In our 
interest for details and our belief in 
their importance, we may attempt to 
oversell executives on the details them- 
selves. We cannot make the executive a 
detailist. He should be able to take his 
details or leave them alone. But he 
should have a proper respect for their 
cumulative value and cost. This is the 
stuff his office is made of. 

Red tape is the longest line between 
two office points. If it were only one 
journey, it might be trivial but the 
traveling goes on and on, over and over 
again, for 2000 clerical manhours a year. 
We often pay money for this thought- 
lessness, this foolishness. We will have 
respect for what the office costs if we 
translate these costs into the details that 
make them up. 


The exhibits of trivia in the office are 
(Continued on page 114) 








No longer can an office manager ig- 

nore it. He must face up to these 
questions: Where will it be profitable 
to employ electric typewriters, and, in 
those cases where it is profitable, should 
the replacement be made immediately or 
only after the useful life of the present 
equipment has expired? 

The first step is to determine how 
much more production the electric ma- 
chine will make possible. Thereafter, it 
is a simple matter to determine the de- 
sirability of purchase (method of de- 
termination is illustrated below). 

How much more production will an 
electric machine make possible? There 
are almost as many answers as there are 
people who have made studies of the 
question. I know of a study made in 
a large purchasing office in which pro- 
duction records were maintained. All 
manual typewriters were replaced with 
electric models. The nature of the work, 
and the typists, were unchanged, but 
production went up 20%. I know of 
another study made under controlled 
conditions; production increased 19%. 
On the other hand, I know of a study 
which showed only a 6% increase in 
production. Obviously, the nature of 
© the work affects the amount of increase; 
| moreover, it is difficult to so “control” 
} conditions that we neutralize all factors 
' except the machines being compared. 
) Nevertheless, each office manager must 
| determine a percentage of increase be- 
) fore he can make a cogent decision; this 
* will be forcibly illustrated in the prob- 
> lems outlined below. 

The least accurate, but least costly, 
method of determining increase in pro- 
duction is to secure the results of studies 
made by others and to compute the av- 
erage of the results (for example: 
20 +19 + 6 = 45 + 3 = 15%). 

The next most accurate method is: 

1. Assign all typing work to cate- 
gories, based on the average number of 
copies typed (e.g., 1-5, 6-10, over 10). 

2. Obtain a percentage of increase for 
each category, using method described 
in preceding paragraph, or by actual 


T= electric typewriter has arrived. 
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Manual vs. 


tests (cf. method outlined immediately 
below). 

The most accurate method is: 

1. Pick the job which seems to be a 
candidate for the electric. 

2. Keep production records for 1 
month. 

3. Obtain a trial electric machine, and 
when typist acquires reasonable compe- 
tence on the new machine, 

4. Keep production records for 1 
month. 

5. Divide increase in production by 
production on manual machine. 


The first method is quite safe for a 
company that will employ many electric 
machines, as the average increase of sev- 
eral installations should approximate the 
average increase disclosed by several 
studies. Having decided on this figure, 
we can compute in advance (see first 
illustrative problem below) at what point 
installation of electric machines becomes 
desirable. This point we may term a 
standard (expressed in time machine is 
used). Thus, in supporting a proposal 
to purchase a machine, it is necessary 
only to keep a record of the time the 
machine is in use. 

The second method is a modification 
of the first, but is more accurate since it 
recognizes that the electric machine is 
more advantageous as the number of 
copies to be typed increases. In lieu of 
computing one standard (first method), 
three standards are computed (one for 
each category). For a particular in- 
stallation, it is necessary to determine in 
what category the work falls and then 
compare the machine usage to the ap- 
propriate standard. 

The third method has these disad- 
vantages: it is time-consuming (test 
must be made for each prospective in- 
stallation); trial machine may be un- 
available; idiosyncrasies of single typist 
may distort result. Nevertheless, for a 
company having only a few installations, 
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Electric Typing 


it is the only safe method. This method 


is illustrated by the second problem dis- 
cussed below. 

We now proceed to the determination 
of where and when we should install 
electric models. The method I shall use 
is described in detail on page 58 et seq. 
of the March, 1951, issue of THE OFFICE. 
Consequently, I shall not repeat the de- 
tails here, but shall assume that the 
reader is familiar (or will familiarize 
himself) with the method. 

To illustrate the method by a hypo- 
thetical problem, let us assume the fol- 
lowing: 

1. The average typist earns $1.25 per 
hour. 

2. A manual typewriter costs $150. 

3. An electric typewriter costs $350. 

4. Both machines have an average 
useful life of 5 years. 

5. Average annual cost of maintain- 
ing manual machine is $10; electrie, $25. 

6. The company requires an expected 
net return of 10% of expenditure (be- 
fore taxes). 


For the first illustrative problem, let 
us assume that the electric model will, 
on the average, produce 15% (deter- 
mined by first method described above) 
more work than a manual model. 


Depreciation (70-30) 
Maintenance (25-10) 
Electricity 


10% of added expenditure ($200) 20 


$77 = $1.25 = 61.6 hours + 250 

days = 14.8 minutes per day that 

must be saved by virtue of the fact 

that the electrical model will produce 

more. 

If X = time to do job with manual 
model, .87X is time for electric. Then 
X — 87X = 148. X = 114 minutes. 
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C. I. KEELAN 
Office Methods Staff, 
Johns-Manville Corp.., 

New York. 


Conclusion (which is our standard) : 
If a manual model, worn beyond eco- 
nomical repair, has been used an average 
of at least 114 minutes daily, it should 
be replaced by an electric machine; if 
less than 114 minutes, replacement in 
kind (i.e., manual) is indicated. 

If the manual machine is not worn 
out, then the 10% return must be ap- 
plied to the entire cost of the electric 
model. 


Depreciation 
Maintenance 
Electricity 


10% of expenditure ($350) 


WOE: Shaeis Hien abe cee ceeees $92 
$92 + $1.25 = 73.6 hours + 250 
days = 17.66 minutes per day that 
must be saved by virtue of the fact 
that the electric model will produce 


more. 
X — 87X = 17.66. X = 136 minutes. 


Conclusion (standard): If a manual 
model with a remaining useful life has 
been used an average of at least 136 
minutes daily, it should be immediately 
replaced by an electric model. 

For the second illustrative problem, 
let us assume that we have had a trial 
machine and that for the specific job, 
the electric model will produce 8% (ef. 
third method above) more work than 
the manual, Let us also assume that the 
typist in this case earns $1.30 per hour. 
Other factors are same as for preceding 
problem. 


Depreciation 
Maintenance 
Electricity 


10% of added expenditure ...... 20 


Total Pic Pepa y 
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$77 = $1.30 = 59.23 hours + 250 
days = 14.2 minutes per day that 
must be saved by virtue of the fact 
that the electric model produces more. 


If X = time to do the job with man- 
ual model, .926X is time for electric. 
X — .926X = 14.2. X = 192 minutes. 

Conclusion (applicable only to this 
particular installation): If this manual 
machine is worn beyond economical re- 
pair and has been used an average of 
at least 192 minutes daily, it should be 
replaced by an electric model; if less 
than 192 minutes, it should be replaced 
in kind. 

If the manual machine is not worn 
out, the 10% return must be applied to 
the entire cost of the electric model. 
Since this is a specific application, how- 
ever, we know the trade-in value of the 
manual machine, so we subtract this 
from the cost of the electric model. Let 
us assume a trade-in value of $50 in 
this instance. (Note: In first problem 
we are computing a standard and so 
have no specific application in mind; 
thus, the trade-in value is an unknown 
factor, so we assume it to be nil, to be 


on the safe side. ) 


Depreciation 
Maintenance 
Electricity 


BAO AR a pasa s oe KO aa ca 
$87 + $1.30 = 66.93 hours + 250 
days = minutes. X — .926X = 16. 
X = 216. 


Conclusion (applicable only to this 
particular installation): If this manual 
machine has been used an average of at 
least 216 minutes daily, it should imme- 
diately be replaced by an electric model. 

$y applying the standard (problem 
1) or specific (problem 2) method, as 
appropriate, the office manager can make 
his recommendations as to where and 
when to install electric machines; and he 
can support his recommendations with 
something more than mere opinion. It 
is my guess that he will find that he 
should have many more electric ma- 
chines than he now has. 





Cut Chat-Squashing 


F. N. Haden, a Walsall business executive, de- 
scribed how when he visited a large organization in 
Canada, he saw typists knitting and embroidering 
at their desks, while others were reading news- 
papers. 

"| suggested to the boss that letting girls knit 
and read was bad for office discipline", said Mr. 
Haden, “but he replied that it was the only way 
to run the office—keeping things above board. He 
told me: ‘In a large office like this | can never 
ensure that there is work for every girl at every 
minute of the day. If | try to repress them, the 
girls will only take their knitting off to the toilet.’ " 

Mr. Haden added: "Since | have come back to 
England, | find there is a lot to be said for that 
attitude. | think there is an awful lot of petty 
tyranny in offices—too much clock-watching and 
chat-squashing—by people who have gained a little 
authority and want to exert it in every way they 
can."—Office Management Assn. Journal, London. 
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AGE controls under stabilization 

involve a direct limitation om wage 

changes through a governmental 
administrative agency and a series of 
limits for various employee’s increases 
in the office wage rate structure. Office 
executives who cling to the basic re- 
quirements will preclude unnecessary ex- 
penditure and afford themselves efficient 
compliance thereof. 

Title IV of the Defense Production 
Act of 1950 authorizes the President to 
move against inflation and to seek sta- 
bilization of production and living costs. 
The act requires at the same time he, 
“Shall issue regulations and orders sta- 
bilizing wages, salaries, and other com- 
pensation.” In other words, the act 
makes provisions for both selective and 


general controls over office employee’s 
yages or salaries. 
Stabilization under the act does not 


mean an absolute freeze of wages, be- 
cause the President is authorized, in re- 
spect to both prices and wages, “to 
make such adjustments as he deems 
necessary to prevent or correct hard- 
ships or inequities.” He is required to 
issue regulations “prohibiting increases 
in wages, salaries, and other compensa- 
tion which he deems would require an 
increase in the price ceiling or impose 
hardships or inequities on sellers operat- 
ing under the price ceilings.” 

To prevent evasion of wage stabiliza- 
tion orders, the act provides, “The 
words ‘wages, salaries, and other com- 
pensation’ shall include all forms of re- 
muneration to office employees by their 
employers for personal services, includ- 
ing, but not limited to, vacation and 
holiday payments, night shifts and other 
bonuses, incentive payments, year-end 
bonuses, employer contribution to or 
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payments of insurance or welfare bene- 
fits, employer contribution to a pension 
fund or annuity, payments in kind, and 
premium overtime payments.” 

The following is verbatim from the 
Defense Production Act. Section 705(2) 
provides: “any person willfully violat- 
ing this provision shall, upon conviction, 
be fined not more than $10,000 or im- 
prisoned for not more than one year, 
or both.” While the enforcement pro- 
gram has not started yet, it is assumed 
that eventually wage or salary adjust- 
ment given in contravention of the law 
(that is, without approval) will involve 
the entire amount of the wage or salary 
payment to be disregarded by other 
government agencies in calculating costs 
or expenses for income tax or other 
purposes, as during the war when WSB 
was operative. Such penalties could be 
severe if large numbers of employees 
in offices are involved. 

The Economie Stabilization Agency 
has supervisory responsibility for the 
activities of the (1) Office of Price Sta- 
bilization, and the (2) Wage Stabiliza- 
tion Board. OPS conducts a program of 
price stabilization, including the appli- 
cation and enforcement of price ceilings. 
WSB conducts a program for the sta- 
bilization of wages and salaries where 
necessary. In addition, the Wage & 
Hour & Publie Contracts Divisions of 
the Department of Labor is the duly 
appointed agent of WSB. The Wage 
Stabilization Board has been reorganized 
and enlarged. It consists of 18 mem- 
bers, six each representing industry, la- 
bor and the public. Dr. George W. 
Taylor, who was head of the War La- 
bor Board, is chairman. 

Ceilings on wages, salaries and other 
compensation at rates paid on Jan. 25, 


— 
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1951, were fixed by the general wage 
stabilization regulation No. 1, issued by 
the ESA Jan. 26, 1951. Briefly, it pro- 
vides: “No employer shall pay any em- 
ployee and no employee shall receive 
‘wages, salaries and other compensation’ 
at a rate in excess of the rate at which 
such employee was compensated on Jan. 
25, 1951, without prior approval or au- 
thorization of the WSB.” 

General wage regulation No. 3 pro- 
vides: “No action shall be taken under 
authority of this title with respect to 
wages, salaries, or other compensation 
which is inconsistent with the provisions 
of the FLSA 1938, as amended (Federal 
Wage-Hour Law), or the Labor Man- 
agement Relations Act, 1947 (Taft- 
Hartley Law) or any other law, ete.” 
While a number of office executives are 
exempted from the wages and hours 
provisions of the FLSA providing they 
meet the requirements set forth, other 
office employees are covered and af- 
fected by its wage provisions, and since 
statutes and orders of the duly con- 
stituted authorities acting under any 
Federal or State law fixing minimum 
rates for certain types of workers are 
consistent with the purposes and intent 
thereof. So the WSB authorizes in- 
creases in wages, salaries, and other com- 
) pensation to bring same into compli- 
» ance. 

General regulation No. 5 provides for 
_ adjustments for individual employees of 
offices. This particular WSB order 
provides in plain talk what can be done 
under the official formula. Its chock- 
full of ways and means by which office 
employees can receive wage increases. 
Before office executives figure increases 
for employees, it is important to under- 
stand the following analysis. Pending 
the issuance of further general regula- 
tions on the subject covered herein, in- 
dividual wage or salary adjustments for 
office employees are authorized, without 
prior approval of WSB, subject to this 
general regulation No. 5. 


1, MERIT AND/OR LENGTH OF 
SERVICE INCREASES WHERE A 
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PLAN EXISTS. 

Merit and/or length of service imn- 
creases may be granted in accordance 
with a plan in effect on Jan. 25, 1951, 
provided: 

a. That such a plan existed 

b. In a written collective-bargaining 
agreement in effect on or before Jan. 
25, 1951, or 

ec. In the form of (1) a written state- 
ment of policy or procedure in effect on 
Jan. 25, 1951, or (2) a written notice that 
had been furnished to or posted for the 
ve on or before Jan. 25, 1951, and 
that 

d. Such written agreement, statement, 
or notice, shall be kept available at all 
times for INSPECTION by the Wage 
Stabilization Board, and 

e. That such a plan contains job classi- 
fication rate ranges with clearly desig- 
nated maximum rates; and 

f. That in accordance with the normal 
operation of such a plan the employee 
would normally be reviewed for a merit 
increase or entitled to a length of serv- 
ice increase at the time the increase is 
granted; and 

g. That if the plan provides for in- 
creases in specific amounts or percentages 
increases shall not be granted in excess 
of such amounts or percentages; and 

h. That if the plan does not provide 
for increases in specific amounts or per- 
centages, the amount of increases granted 
to any employee shall not exceed the 
figure reached by dividing the total 
amount of the merit and/or length of 
service increases granted to individual 
employees in that classification during the 
calendar year 1950 by the number of em- 
ployees in that classification who re- 
ceived such increases. Where job classi- 
fications are grouped into labor grades 
or levels and wage or salary rate admin- 
istration has been in terms of such 
grades or levels, the average referred to 
wef be computed for each such grade or 
evel. 

i. That no employee’s rate shall be 
raised above the maximum rate of his 
job classification. 


2. MERIT AND/OR LENGTH OF 
SERVICE INCREASES IN ABSENCE 
OF PLAN. 

In the absence of an established plan 
meeting the requirements of Section 1 
above, merit and/or length of service in- 

(Continued on page 52) 
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U. S, DEPARTMENT OF LABOR Bureau of the Budget approval No. 44-R-908. 

WAGE AND HOUR AND PUBLIC CONTRACTS Divisions 
AS AGENT FOR THE DO NOT FILL IN THESE SPACES 

WAGE STABILIZATION BOARD 


REQUEST FOR A RULING UNDER THE REGULATIONS Mente 
OF THE WAGE STABILIZATION BOARD City .. 


FOUR COPIES OF THIS REQUEST FOR A RULING ARE TO BE FILED WITH THE WAGE AND HOUR AND PUBLIC CONTRACTS 
DIVISIONS OF THE U. 8. DEPARTMENT OF LABOR. SEE INSTRUCTIONS ON REVERSE OF YELLOW COPY OF THIS FORM 

















1. Name of employer: la. Date: 








2. Main office address of employer (street or R. F. D., city, and State) : 2a. Telephone No. 





8. Address of establishment involved in this request (if different from item 2 above): os 





3a, Industry: Present products or services: 





4. Does any duly —r or certified labor organization represent any of the employees involved in this request for ruling? 
Check Yes ( ) or ) If “Yes,” furnish the following information: 





Loca No. INTERNATIONAL OR NATIONAL UNION 








ted, but not required, that where a collective bargaining relationship exists this request fot ruling should be signed 


It is 
below by both parties. 

of the on which a ruling is requested, including the effective date of any adjustment. (Use 
” reverse side of the = or pr ny poitional sheets) ; 








6. Have you ever requested a ruling or submitted | @ petition on the Yes No; 7 Number of employee: timate if necessary) : 
same ora similar question concerning a wage or salary adjustment? [] [] pecoceaibe paren (even . ry) 





If answer is “Yes,” give name and location of the office to which such request 
was forwarded and approximate date: a, In the establishments involved 
in this request for a ruling.” 





. To whom the proposed adjust- 
ment or schedule of adjustments 
applies 














8. Ruling requested by (check appropriate item) : 
An employee of the company [] A representative of the union 0 Joint request by employer and [] 


union 
The employer 0 A rep tative of the empl 











~"(Signature) (Title) (Address) 








(Signature) (Title) (Address) 


NOTE.—THIS RULING I8 BASED ON THE INFORMATION SET FORTH IN THIS REQUEST. IT DOES NOT CONSTITUTE A FINDING THAT THE 
INFORMATION IS TRUE, CONSEQUENTLY, THIS RULING HAS NO FORCE AND EFFECT IN THE EVENT THE FACTS ARE NOT AS 
REPRESENTED IN THIS REQUEST FOR A RULING. 


Ruling: 











For the Wage Stabilization Board: 





(Signature) (Title) (Date of ruling) 
WAGE AND HOUR AND PUBLIC CONTRACTS DIVISIONS ero 10000841 











Form WS-! which is used to ask the Wage Stabilization Board for a ruling to protect employer. 
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WAGE STABILIZATION BOARD BUDGET BUREAU NO. 94.8.021 


‘ahi tans 
REPORT OF INCREASES IN WAGES, SALARIES, AND/OR OTHER COMPENSATION 


See accompanying instruction sheet before completing this form 





This report is to be filed with the nearest office of the Wage and Hour Division of the Do not write in this space 
U.S. Department of Labor within 10 days after increases are made effective under sec- 
tions 1, 2, 3 of General Wage Regulation 6. In the case of executive, administrative, 

and professional personnel, and outside salesmen, the report is to be filed with the DATE REC*O. Ww. 
Wage Stabilization Board. 





DOCKET NO. 








W.-H REF. HO. 





NOTE: Any doubtful question of interpretation and application should be raised with 
the Wage and Hour Division, as agent for the Wage Stabilization Board, before com- 
pleting this form. DATE REC*D. wse 


—S 
L- GENERAL INFORMATION 
COMPANY NAME 


W.H OFFICE 

















MAIN OFFICE ADDRESS (Street or R. D. No.) (City, Zone, State) TELEPHONE NO. 





ADORESS(ES) OF ESTABLISHMENTIS) INVOLVED IN THE INCREASE DESCRIBED BELOW 





TOTAL NUMBER OF EMPLOYEES ON PAYROLL OF ESTABLISHMENT(S) twoustry (Furniture, Printing, Machinery, etc.) 
WHEN ADJUSTMENT WAS MADE 





TYPE OF ESTABLISHMENT (Factory, Mine, Wholesaler, etc.) PRESENT PRODUCTS HANDLED OR SERVICES PERFORMED 
(List principal items only) 





DATE INCREASE PUT IW EFFECT RETROACTIVE DATE. IF ANY 











REASON FOR SELECTING RETROACTIVE DATE 








IDENTIFY AND DESCRIBE THE UNI TIS) FOR WHICH THE INCREASE WAS MADE AND EXPLAIN THE REASON FOR THEIR SELECTION 





il- BASE PERIOD LEVELS: Furnish the information requested below for all employees in the unit(s) described above, for the 
first regular payroll period ending on or after January 15, 1950. WHERE INCENTIVE, COMMISSION OR BONUS EARNINGS HAVE 
BEEN PRORATED TO A PAYROLL PERIOD, THE MANNER IN WHICH THE PRORATE WAS CALCULATED TOGETHER WITH 
THE REASONS FOR THE USE OF THE PERIOD CHOSEN, SHALL BE FURNISHED ON AN ATTACHED SHEET. 





FIRST REGULAR PAYROLL TOTAL nae cane A - FOR WAGE EMPLOYEES - AVER- 
PERIOD ENDING ON OR =| EMPLOYEES ON| cop wace | OR SALARIED Camunes feet. $2 e wpadl 
AFTER JAN. 15, 1950 PAYROLL ERR MAGE | EMPLOYEES. ol. 6+ Col. 
ANUMAY doe see TOTAL &- FOR SALARIED EMPLOYEES. 
ENTER WORKING IN WORKED EARNINGS AT AVERAGE STRAIGHT. TIME EARN. 
MONTH, DAY AND YEAR APPROPRIATE STRAIGHT INGS FOR PAYROLL PERIOD 
FROM TO UNIT TIME COVERED (Col. 6 + Col. 4) 
2 (3) (4) (s) (6) (7) 



































Where space is insufficient attach continuation sheets referring to the applicable section of this form, 
maintaining column arrangement a A ee 











Form WS-6a which must be filed when salary increases are made under Sections |, 2 and 3 


of the Wage Stabilization Board's General Wage Regulation 6 (see page opposite). 
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lil - GENERAL ADJUSTMENTS IN WAGES AND SALARIES BETWEEN BASE PERIOD AND JANUARY 25, 1951: With 
respect to the unit for uhich the increase is being reported. If any general adjustments have been made which changed average 
Straight-time earnings by one percent or more in the appropriate unit between January 15, 1950 and January 25, 1951, the table be- 
low is to be filled out. (This includes i permitted to be placed in effect under General Wage Regulation 2 of the Wage 
Stabilization Board.) If none have been made, write “None” 








AVERAGE AMOUNT OF ADJUSTMENT FOR TOTAL NO. EMPLOY-| roral NO. EMPLOYEES 

DATE EMPLOYEES IN COL. 5S (Mark decreases with EES DIRECTLY AF- 

od civ a re OF 
STMEN 'e 

ADJUSTMENT Fwacee eons SALARIES - Dollore por | ‘AOUUSTMENT AT TiME OF ADJUSTMENT 
(2) por how (3) month, Specify (4) (3) ($) 




















IV -_INCREASES IN WAGES, SALARIES, AND OTHER COMPENSATION BETWEEN JANUARY 25, 1951 AND THE DATE 
OF THE INCREASES REPORTED IN SECTION V: Furnish the following information for each unit for which increases are 
being reported. If none, write “None”. If any previous increases have been made under Regulation 6 for the units involved in this 
report give address of Wage and Hour office where report is filed. 


AVERAGE AMOUNT OF INCREASE NO. OF EMPLOYEES | TOTAL NO. EMPLOYEES 

one BASIS FOR EMPLOYEES IN COL. 6 DIRECTLY AFFECTED 

wet FOR bh BY INCREASE AT TIME! 

INCREASE | INCREASE | WAGES - Cents| SALARIES - Dollars per OF INCREASE AT TIME OF INCREASE 
week or —e, © 


i (2) (3) (4) 
s 
































V.CURRENT INCREASES UNDER REGULATION 6: With respect to the unit for which adjustments under Regulation 6 are 
being reported, the form below is to be filled out. The amount of each increase in wages or salaries or in other forms of compen- 
sation should be specified in column 3 or 4. Describe on attached shect or sheets the nature and terms of each increase listed in 
columns 3 and 4 below, the method of distribution, and the comp of the average. 

NO. OF EMPLOYEES | TOTAL NO. EMPLOYEES 


DATE AVERAGE AMOUNT OF INCREASE 
unt . OF FOR EMPLOYEES INCOL. 5 erecii nak at veal page A ae 
myo cy BY INCRE UN vu. w IN 
INCREASE WAGES - Cents pg Dollars per week or OF INCREASE AT TIME OF INCREASE 
(6) yr 


hey: ° i 
tu) iz) Me 3) 4) (s) 
































VI - SIGNATURES OF PARTIES SUBMITTING REPORTS: This report should be signed by: 
(a) Both the employer (or his representative) and an official of any labor org which is recognized or certified as the 


representative of any of the employees covered by this report (OR) 
(b) Only the employer (or his rep ive) if the l covered by this report are not represented by a recognized or 


ue 
certified labor organization. 








Each of the undersigned certified that, on hie best information, the onswers contained in this form are complete and accurate. 





FOR THE EMPLOYER (Print name and title of official) SIGNATURE : DATE 





INTERNATIONAL LABOR UNION (Print name and title of official) | LOCAL 





FOR THE LABOR ORGANIZATION (Print name and title) SIGNATURE 




















This is the reverse side of Form WS-6a which is shown on the page opposite (see page 1/08). 
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creases may be granted subject to the 
following conditions: 

a. That the employee shall not have 
received a merit and/or length of service 
increase during the 12 calendar months 
preceding the effective date of such in- 
crease; and 

b. That the number of employees 
whose rate may be increased in any one 
calendar month shall not exceed the pro- 
portionate number of increases granted 
per month during the calendar year 1950 
in each bargaining unit or other appro- 
priate groups of employees; and 

ce. That the increase granted any em- 
ployee shall not exceed in amount the 
figure reached by dividing the total 
amount of merit and/or length of serv- 
ice increases granted to employees in the 
same job classification during the calen- 
dar year 1950, by the number of em- 
ployees in that classification who re- 
ceived such increases; provided that in 
an establishment that has no system of 
job classifications, the increase shall not 
exceed in amount a figure similarly com- 
puted which averages the increases 


granted to employees doing similar work 
during the calendar year 1950. Where 
job classifications are grouped into labor 
*} grades or levels and wage or salary rate 


administration has been in terms of such 

grades or levels, the average referred to 

wmay be computed for each such grade 
r level, and 

d. That no employee shall be raised to 

rate higher than the maximum rate of 
he job classification, or in the absence 
f a formal system of rate ranges, than 
he highest rate paid to any employee 

oing similar work on Jan. 25, 1951, ex- 
meept as such highest rate may have been 
ised pursuant to the terms of general 
egulation number 2, or other actions of 
he Board authorizing increases in wage 
"or salary rates. 

3. PROMOTIONS AND TRANSFERS. 

When a bona fide promotion or trans- 
fer of an employee to a higher job is 
made, the payment to such employee of 
the rate for such job is permissible pro- 
vided: 

a. That the employee is required to 
perform the normal duties of the job to 
which he is promoted or transferred, and 

b. That if the job to which the em- 
ployee is promoted or transferred has a 
rate range, the rate within the range 
which he may be paid shall be governed 
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by the practice following under the 
terms of the applicable collective-bar- 
gaining agreement, or under a written 
statement of policy or procedure existing 
and in actual operation on Jan. 25, 1951. . 
If such agreement or written statement 
does not exist, the employer shall follow 
the same practice in determining such 
rate as he followed in the calendar year 
1950. In no event shall the employee 
receive a rate in excess of the maximum 
of the rate range to which he is pro- 
moted or transferred. 

4. NEW OR CHANGED JOBS. 

a. Rates for new or changed jobs may 
be established in accordance with plans 
or procedure in effect on Jan. 25, 1951, 
or, if no plan or procedure was in effect 
on such date, the rates established must 
be in balance with the existing rate 
structure. 

b. Slight or inconsequential changes in 
job contents shall not provide the basis 
for establishing new job classifications, 
rates, or rate ranges nor justify changes 
in existing job classifications, rates, or 
rate ranges. 

5. HIRING OF NEW EMPLOYEES. 

A new employee may not be hired at 
a rate exceeding: 

a. The minimum of the rate range of 
the job classification into which he is 
hired, provided that an employee who has 
special ability and experience may be 
hired at a rate corresponding to such 
ability and experience within the rate 
range, or 

b. The rate of the job, or 

ce. The minimum rate paid to any em- 
ployee doing similar work during the pay 
period immediately preceding January 
25, 1951, if the establishment has no sys- 
tem of job classification. 

6. PERMISSIBLE VARIATIONS IN 
EARNINGS. 

Variations in earnings of individual 
employee subsequent to Jan. 25, 1951, re- 
sulting from the following are permis- 
sible, provided such variations result 
from the operation of collective-bargain- 
ing agreements or other plans or prac- 
tices in effect on or before Jan. 25, 1951, 
and further provided that the method 
application of such agreements, plans, or 
practices is consistent with the method 
of application over a reasonable period 
of time prior to Jan. 25, 1951: 

a. The normal operation or application 
of incentive rates or plans; or 
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There's nothing like it... 
in performance or in price! 


The incomparable new 


Burroughs Sensimatic 


ACCOUNTING MACHINE 


¥ 
“Nothing like it” covers a lot of territory, we know —but so does 
the new Burroughs Sensimatic. It’s the newest, fastest, Most 


universally useful accounting machine ever built! And its m@dest 
ai, price will surprise you! 
Se “4 Every week, users tell us of new ways this sensational machine is 

: speeding and simplifying their accounting work .. . how its 

amazing versatility saves time, money and effort as does no other 

business machine they have ever seen. Once you see the Sensi- 

matic in action, you'll understand how it handles such an un- 


ny joo limited range of accounting work. You'll understand why it will 
for ° (nob handle your accounting work faster, easier, more economically 


ack or 2 than it’s ever been done before. 
ot the Telephone your local Burroughs office for a demonstration 
Key to the Sensimatic’s an- today, or write Burroughs Adding Machine Company, Detroit 
matched versatility is its 32, Michigan. 
control panel—the “mechan- 


ie re net conienting WHEREVER THERE'S BUSINESS THERE’S 


nae ae gine —— B 4 . 
simply selects with ti h 

. «+ the Sensimatic is readyl u rrou 2 by 
Panels are easily and quickly 

interchangeable, 








b. Change from one shift to another; 
or 
ce. The normal operation of a system 
for payment of commission on sales or 
business transactions; or 
d. The payment of overtime, premium, 
or penalty rates; or 
e. Other similar auxiliary pay prac- 
tices. 
7. RATES SUBJECT TO REVISION. 
The rate or rate ranges within which 
this regulation is to be operative may be 
. revised pursuant to the other applicable 
™ regulations of the Board. 
8. RECORDKEEPING REQUIRED. 
The employer shall keep records of 
each wage or salary adjustment made 
pursuant to the terms of sections 1 
through 5 of this general regulation in 
readily accessible form for INSPECTION 
by the Wage Stabilization Board. 
9 INCREASES SHALL 
USTIFY PRICE INCREASES. 
Increases in the wage rates of em- 
Pployees granted under the terms of this 
general regulation shall not furnish a 
basis either to increase price ceilings or 
Sresist otherwise justifiable reductions in 
price ceilings. 


NOT 


As will be seen from the foregoing 


Ptormula,” general regulation No. 5 
Bets down how office executives should 
bperate when making wage adjustments 
Mursuant thereof. According to the 
WSB Interpretative Bulletin No. 1, the 
Hollowing is provided: “Q. Under see- 
Bion 2(a) of GWR 5, can an employee 
e granted both a merit and length of 
Bervice increase during one calendar 
Wear or is he limited to one or the other 
Merease during the 12-month period? 
A. The 12-month limitation in this sec- 
Zion applies to each type of increase. 
‘Accordingly, this section does not pro- 
hibit both a merit and a length of 
Service increase during a period of 12 
calendar months.” 

If a plan does not provide for in- 
creases in specific amounts or per- 
centages, the amount of an increase 
granted to any individual employee may 
not exceed the average of increase given 
during 1950. That average is reached 
by dividing the total amount of the 
merit and length-of-service increases 
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granted to individual employees in that 
classification during the calendar year 
1950 by the number of employees in 
that classification who received such in- 
creases. For illustration, suppose the 
plan provides for a rate range of $160 
to $180 per month for the job classifica- 
tion of Jr. Stenographer, and also pro- 
vides that each employee in that classifi- 
cation shall be reviewed, at the end of 
the year, for the purpose of determin- 
ing whether or not an increase in salary 
is merited. The plan does not provide 
any method of determining the amount 
of such increases by specific amounts or 
pereentages. During the 1950 year, in- 
creases totalling $200 per month were 
given under the plan say to 20 of the 30 
office employees in the job classification 
of Jr. Stenographer. Thus, the highest 
inerease permissible for any individual 
employee in that category is $10 per 
month, or $200 divided by 20. 

Of course, office executives must have 
proof of the Plan’s existence or written 
agreement thereof, for inspectional pur- 
poses. If the office has no system of 
job classifications, suppose 10 employees 
doing stenographie duties during the 
1950 year have received increases total- 
ing $100 per month during the 1950 
year. The highest increase permissible 
for any individual employee doing simi- 
lar work would be $10 per month or 
$100 divided by 10. Office executives 
in doubt as to whether or not a particu- 
lar adjustment for increase is permis- 
sible under general regulation No. 5, 
should consult with the nearest Wage- 
Hour Office for proper guidance. 

Perhaps, the following suggested form 
might be utilized by office executives in 
setting-up Job Descriptions and Salary 
Rates. 

AUDIT CLERK 
Job Summary 
Work Performed 
Salary . 
Rate Range (Date effective) 

General wage regulation No. 5 pro- 

vides for certain wage or salary adjust- 
(Continued on page 107) 
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f DUPLICATING MACHINES 
CARBON PAPERS - RIBBONS 


BECAUSE THEY'RE MADE FOR EACH OTHER 


O10 Town $=: Town 
Ss ° 


uper Klee . 
Spirit Carbon 


Together they reproduce hundreds of brilliant, = 
high-quality copies in a matter of mere minutes. 


' 
j 
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Rocka Pale 


Wood Furniture 


For the modern office setting a new concept of attrac-- 
tive appeorance plus maximum utility and flexibility 
is made possible by Rock-a-File Modular Wood Furni- 
ture. Smart design in the modern tempo, combined 
with unitized construction, allows the Rock-a-File 
Modular components—desk, storage cabinet, waste- 
basket, telephone section, file cabinet, drawer sec- 
tion, typewriter shelf and bookcase—to be set up in 
various combinations as a complete and harmonious 
furniture layout. Combinations designed to suit the 
needs and tastes of every individual whether 
executive, stenographer or clerk, are readily 


For complete details, write today for catalog and price list. 


, eovtd 
¥* ne 


* greater efficiency 


*b 
eee flexibility 


arranged with Rock-a-File Modular Wood Furniture. 


Rock-a-File Modular Wood Furniture consists of 
desk, corner cabinet and two basic units—desk base 
unit and alternate unit with choice of components. 
Solid core, quarter sawed, genuine walnut veneer on 
hardwood base is used throughout with tongue-and- 
groove construction. All exposed edges are banded. 
Solid walnut handles on doors and drawers. Desk 
drawers fitted with lock having two keys. File cabinet 
is popular Rock-a-File, side-opening compartment 
type, all-steel interior construction. 


PANY 
LL-BAR 1903 


id gance 
he Sratsone" WW 


\ 
cialists t0 | Chico9° 


ker Drive 
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Upjohn's new plant and offices are of buff face brick trimmed with limestone and bronze. 


Upjohn’s New Factory Offices 


HE new factory of the Upjohn Co., 
outside Kalamazoo, Mich., is con- 
sidered the most modern pharmaceu- 
tical manufacturing plant. Offices are 
located in a one-story section along the 
front and receive daylight through a 
narrow vision strip. They are also 
lighted from continuous fluorescent trof- 


fers in patented troffer beams which . 


also carry electrical conduits, service 
piping and ceiling loads. This con- 
struction was introduced by the Austin 
Co., engineers and builders, in this 
plant. 


A printing depart- 

ment office at Up- 

john's, showing mov- 

able steel partitions. 

(See general office 
on cover.) 


Tue Orrice—July, 1951 


To say that the offices are air con- 
ditioned would be anti-climatic since the 
plant requires 120 separate air-condi- 
tioning systems. Because of its outlying 
location, employees have 8 acres of 
paved parking space and covered bus 
concourse. Personnel offices, employee 
lockers, toilets, lounge and three of four 
large lunchrooms are on the lower level. 


In summer, tables are set on outside ter- © 
There are extensive indoor and 7 


races. 
outdoor recreational facilities including 
a movie theatre. 


‘ANE beatae eine, 





Atte 1BM 71207... 
ELECTRIC DECIMAL 





Here it is! IBM Electric Decimal Tabulation! 
Statistical typing is now as simple and fast 
as straight typing. Columns of figures from 
hundreds of millions down to cents can be 
typed more quickly and easily than ever. 


All the typist does is read the figure, touch 
a tab key, list the amount. Thousands of 
extra motions are saved every day. The re- 
sult is less expenditure of energy, less expendi- 
ture of money and time. 


Hundreds of these machines are now in 
use across the country. Increasing deliveries 
are being made as rapidly as quality produc- 
tion permits. 


100 'o i rele, iO 
A ne uM + + T 
on sericea a —" — as Sal 


INTERNATIONAL BUSINESS MACHINES 
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IBM, Dept. OF-1 
590 Madison Ave., New York 22, N. Y. 


Please send me your booklet on 
Electric Decimal Tabulation. 


Name. 





Company 





Address. 





| 
| 
| 
| 
i 
i 


City. 











Camera Speeds Airline Billing 


WO girls and a camera do a job in 
the inter-line billing operations at 
the accounting offices of Pan Ameri- 
ean World Airways in Long Island 
City, N. Y., that would ordinarily re- 
quire more clerks and typists. The cam- 
era and compact staff, in addition to 
handling a surer and safer inter-line 
billing procedure faster, also provide 
management and the sales division with 
a variety of sales analysis material. 
With inter-line billing at Pan Ameri- 
ean World Airways grown to such pro- 
portions as to require the sending of 
invoices and tickets or other supporting 
documents to an average of 45 to 50 
different lines and governmental agen- 
cies per day, it was necessary to have 
complete, accurate records from which 
invoices could be duplicated if lost in 
the mail and from which charges or 
routings could be upheld if questioned. 
With each invoice involving anywhere 
from one or two to as many as 250 
items, the airline decided on the Film- 
a-record system of microfilming. Work- 
ing with Remington Rand technicians, 


Pan American’s inter-line billing group 
developed a procedure that provides a 
' fast, accurate facsimile copy of every 
invoice and its supporting documents— 
and as by-products provides sales sta- 
tistics, journal voucher entry speed-up, 


simplified filing and measures of pro- 
tection previously unavailable. 

Since the microfilming procedure as 
it applies to inter-line charges is con- 
fined to invoicing, a brief outline of the 
procedure will serve to point up the 
benefits Pan American accounting offi- 
cials feel have been achieved. 

Other-line tickets (if they do not con- 
form to the Warsaw convention) are 
surrendered at Pan American counters 
for re-issue of a Pan Am ticket. The 
surrendered ticket and the Pan Ameri- 
can stub is then sent (usually in daily 
batches) with a sales report to the 
accounting offices at Long Island City. 
These sales reports and related tickets 
are audited, assigned block numbers and 
machine journalized. In the subsequent 
microfilm billing operations, the block 
number serves as a simple identifying 
link to the original sales report. 

The tickets are sorted, classified by 
carrier and then coded to record perti- 
nent accounting data. The sorted and 
coded batches then go to the microfilm- 
ing unit where a non-descriptive bill is 
typed. The bill and the tickets and 
other supporting documents are next 
handed to the microfilm camera opera- 
tor. The bill is inserted first (and thus 
also serves for indexing purposes) and 
then each block-numbered ticket or 


Sorting and coding 

inter-line tickets in 

the office of Pan 

American World Air- 
ways. 


THe Orrice—July, 1951 








Tue Orrice—July, 1951 


@ Mighty fine glue on U.S. postage 
stamps! With a little humidity, they 
stick—even to other stamps. . . which 
are still good, if you soak them, and 
use your own stickum... Not much 
help if you need postage now, though! 
Better stick to a postage meter... 

@ The new DM is a desk model postage 
meter, little larger than your telephone— 
that prints postage, any amount needed, 
for any kind of mail, directly on the 
envelope—with a dated postmark, and a 
small ad if you like. 

© Always has the right stamp on hand— 
and saves trips to the postoffice, because 
the meter holds as much postage as you 
want to buy . . . protects it from loss, 
damage, theft . . . and registers the amount 
of postage on hand, amount used .. . 
Has a built-in moistener for sealing 
envelope flaps ...even supplies 

postage for parcel post... 

does away with licking and 

sticking forever! 

@ Ask the nearest Pitney- 


Bowes office to show you.. y, 
or send for free booklet. fees 


PITNEY-BOWES 


Offices in 93 citiesin 
the U. S. and Canada 


Prrney-Bowes INc. 
3485 Pacific St., Stamford, Conn. 
Please send free booklet on the DM. 


Name 
Firm 
Address. 














other document follows it. Here the 
speed of operation is limited only by 
the dexterity of the operator. Even the 
variety of colors to be found in the 
average batch of tickets presents no 
‘problem because the flick of a switch 
provides compensating changes in light- 
ing to insure a clear image. 

The filming process completed, Pan 
=American now has a complete and com- 
pact record of the whole transaction, 

nd the bill, tickets and other docu- 
ments are mailed direct to the issuing 
arrier. This permanent microfilm ree- 

rd, obtained in a fraction of the time 
hat would be required to otherwise 
copy even part of the invoicing and 
icket information, has been found to 

e of direct accounting and statistical 
value. Certain indirect values are evi- 
dent or indicated too. Among these is 
the element of surety in the event of 
loss of the tickets and other documents 
in the mails or elsewhere. 

The complete record on film is easily 
stored in a small, compact file (each 100 
ft. roll holds up to 3,000 invoice and 
supporting document images). The 
block number and dating serves as a 
complete index, so that for reference 
purposes it is a simple matter to insert 
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Pan American employee feeding bills and tickets into Flim-a-record camera (left). 
Operator using viewer to study ticket images (right). 


the proper film roll in the viewer (read- 
er) and loeate the desired film copy. 
Should there be need for reference, 
other than that provided by the greatly 
enlarged image in the viewer, this versa- 
tile piece of equipment also serves as a 
printer. 

In the event of loss of the invoice and 
supporting tickets and other document, 
the microfilmed record is of value be- 
yond its element of surety. By running 
off prints of the bill and detail which 
follows it on the film roll, Pan Ameri- 
ean’s accounting department can quick- 
ly reproduce a new invoice and detailed 
description. 

Another noteworthy time-saving ele- 
ment is reported by Pan American ac- 
countants in that much of the corre- 
spondence that was required under the 
old procedure (requests for information 
or photocopies of billed documents and 
tickets) is eliminated because the micro- 
film offers a complete working file for 
just such matters. 

Although set up primarily to expe- 
dite and provide a full record on inter- 
line billing operations, the microfilm 
equipment is constantly being put to 
use elsewhere in the department, prin- 
cipally to provide short cuts in copying 
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“Here's the most useful 
hook on my desk 


FREE! 


I’?s the new Comprehensive 
Sample Book of Hammermill 
Papers ... 201 pages . . . with 
stepped swatches . . . “lie-flat” 
binding! 


10 WAYS YOU'LL 
USE THIS BOOK! 
Choose paper for letterheads that give 
* the right impression of your firm. 

Select the right paper for your office 
forms. 

Maintain clean, durable ledger es 
records at a saving. 

Use paper for checks and ‘'money 
value"’ printing that has the look A 
importance, 

Obtain cleaner, more readable copies 
from every run on your mimeograph 
machine. j 
Secure one paper that runs oe 
well on either gelatin or spirit dupli- 
cator. ; 
‘*"Package’’ your booklets and catalogs : 
with covers that win attention. 

Get better mailing pieces for your” 
money. 

Have file and index cards with snp, 
stiffness, long life. 

Produce brilliant broadsides that click. 
Have All This Information at Your Fingertips 





uO 


eS ew 


“If your job, like mine, is buying print- 
ing, you may be planning half a dozen 
different jobs today. 

“How do you choose the right paper 
for each one? Fumble through piles 
of samples, swatches, portfolios? That’s 
what I did—once. But now I just turn 
to my Comprehensive Sample Book of 
Hammermill Papers. Here, in this 
handy volume, I find in a minute or 10. 
two exactly the information I need.” v 


Send for FREE copy now/ 





com oS oT 





Hammermill Paper Compan 

1463 East Lake Road, Erie é. Pennsylvania 

Please send me—FREE—the Comprehensive Sam- 
ple Book of Hammermill Papers. 


(Please attach to, or write on, your business let - 
terhead, and give your title or job description. No 
salesman w will call.) TO- JUL L Jj 











operations. As an example, consider- 
able time saving in journal voucher 
operations is observed. Where account 
detail is to be transferred from one ac- 
count to another it is now photographed 
with the microfilm camera, which elimi- 
nates hand or machine copying and 
proofreading. This phase alone has 
saved the listing and copying of con- 
siderable detail on 500 or more such 
documents each month. 

From the standpoint of benefits 
through saving of time, in handling the 
inter-line billing detail, avoidance of 
extra (tracer) correspondence and the 


elements of surety, Pan American’s ac- 
counting executives express themselves 
as highly satisfied. There are substan- 
tial savings involved, too, with cost of 
the equipment, the film and the process- 
ing soon written off through the trans- 
fer of clerical personnel for other duties 
in the related departments. 

The tremendous saving in space has 
led to the adoption of microfilm by 
other Pan American departments. Per- 
sonnel and historical records, for ex- 
ample, are now put on microfilm. It is 
estimated that a saving of more than 
98% in filing space has resulted. 

















™ 














CARL G. BAUMES 
R. Wallace & Sons Mfg. Co., 
Wallingford, Conn. 


HE only valuable employee is the 
the one at work. It is worth while 
to do all you can toward encourag- 
ing constant attendance. A review of 
attendance incentives during the last 
four or five years shows an expected 
pattern of success and failure. Those 
who tried some plan as an emergency 
measure during the war generally re- 
ported failure, while those who have a 
plan fitted into their normal office regu- 
lations continue on, apparently very 
happy with results. 
While there is considerable variation 
to be found in present attendance in- 
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centive plans, there are relatively few 
companies using any plan at all. Ac- 
cording to a survey by the National 
Industrial Conference Board, 13 out of 
300 companies reporting stated they 
had some form of attendance incentive. 
One gives a $20 bonus to any employee 
who is neither absent nor late for an 
entire year. Another gives a 5% bonus 
for a two weeks’ period of perfect at- 
tendance. Employees of the latter com- 
pany are allowed two lates of not more 
than 10 minutes each during the period. 
They are not penalized during vacations 
nor while performing a civie function 
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The most 
simple 
fully-automatic 


calculator ever seen 


You actually pay less for this latest and 

Fully Automatic Electric highly henge electric erage than for 
any other machine in its class, which means 

FACIT ESA-0 that it pays for itself 
within a short time. And 

because of Facit’s simpli- 

fied, 10-key system, anyone 

can learn rapid one-hand 

touch calculation in short 

order—it couldn’t be easier. 








DUSTPROOF e RUSTPROOF e FOOLPROOF 


- A BUSINESS PRODUCT OF 
axtiesotacet ATVIDABERGS inoustrier 


U. S. SUBSIDIARY FACIT INC. 
500 FIFTH AVENUE, NEW YORK 18, N. Y. * PHONE: LONGACRE 5-1095 
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like jury duty or voting, but failure to 
punch a clock card constitutes a late. 

Insurance companies have used at- 
tendance incentives for a long time with 
apparent success. Their plans generally 
involve awarding earned days off rather 
than cash payments. One company pro- 
vides a day off (honor day) for each 
three months of perfect attendance. 
Honor days cannot be taken with vaca- 
tions but only one day off at a time. 
» Another company gives a bonus day for 
wo months perfect attendance and em- 
sloyees can take eash or the day off, as 
hey prefer. 

One of the most interesting plans is 
hat of a coal company which started 
ts ‘Distinguished Service Plan in 1943. 
Ine month of perfect attendance wins 
he employee a bronze award, three 
2onths a siver award, six months a gold 
ne and one year a gold and diamond 
ward. At the end of a year’s perfect 
ttendance, the employee also receives a 
1000 group life insurance policy fully 

aid up by the company; two years 
rovides a $1500 policy, and five years 

000 in insurance. 

In contrast to these well planned pro- 

ams, there are cases where companies 
sort to prizes for good attendance, 

erything from an iron to an auto. 
hers give defense bonds. Such plans 
idently met with little suecess as those 

o previously had good: attendance 

n all the prizes. In spite of the bad 
Hpression left by prize programs, the 

erall picture indicates that a sound 

1 will bring rewards to both com- 
ny and employees. 

Our own five years experience indi- 
eates there are certain features which 
seem essential to success for a plan like 
ours. The following provisions of our 
plan are presented to help explain 
them: 

At the end of each month a bonus of 
6% of the gross salary will be set up for 
each employee. 

For each time late, 50¢ will be de- 
ducted from this bonus—8:01 and 1:01 
will be considered late. Employees who 
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leave work before the regular closing 
hours will also have 50c deducted from 
their bonus. 

For each day absent, regardless of the 
reason, $2 will be subtracted from the 
bonus. A half day’s absence will be $1; 
3 hours’ absence will constitute a half 
day, and 6 hours a full day. 

An employee who comes to work and 
becomes ill will not be penalized for the 
balance of that day provided he is sent 
home by the nurse or department head. 

The bonus will be paid during vaca- 
tions. 

Each month’s bonus will be paid dur- 
ing the following month as soon as com- 
pleted. The clock card will be the basis 
for computing the bonus. 

The amount of bonus an employee 
earns is a good indieation of the value 
of that person to the company. For this 
reason, no merit increases will be given 
employees unless they have a satisfac- 
tory record under the bonus plan. How- 
ever, no employee will be deprived of a 
merit inerease because of a bad attend- 
ance record if the records indicate that 
that person was absent for a good cause, 
such as a serious illness. 

The management reserves the right to 
alter or cancel this plan. 

First, remember that even your dullest 
employee is a financial wizard when it 
comes to the paycheck. Any plan, 
therefore, should provide enough incen- 
tive to interest the employee. The suc- 
cess of the aforementioned,.group in- 
surance plan is proof of this fact. 
Second, the plan should not cover too 
long a period before recognition. By 
paying our bonus monthly, an employee 
who loses one month can start anew the 
next. 

Be careful not to destroy the benefits 
of the plan by creating hard feelings 
through vague provisions. Our “no ex- 
ception” rule makes it unnecessary to 
pass on individual cases. Our manual 
reads, “ ... for each time absent, re- 
gardless of the reason.” Injury on the 
way or transportation breakdowns are 
unfortunate but unrecognized. The only 
exceptions are in the cases of a few 
married people who have to get their 

(Continued on page 77) 
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Only hatfdone 


yet my whole days 
gone! 


That’s how it is when your typists 
have to use ordinary business forms. 
They work hard, sure, but waste 
half their time inserting carbons, 
aligning copies, recopying ... 

doing things they shouldn’t! 


~ _ 


>. ii “ > 
Cs 


past 


Fe 
~. 


UARCO 


Multi-Linkt Forms 
give you back this wasted time! 





They come ready to write. Carbons pre- 
set. Copies in right order. All aligned. 
Your girls just type—form after form 
from packs of 500 that feed themselves 
into the typewriters. 
Easy handling is another help: form 
units detach from the pack into conven- 
ient E-Z-Out sets; carbons in place for 
later entries if needed. One quick motion Peiinades hho 
deleaves them. Distribution is fast with rapier, : 1 
copies for all, by color. a poser, l aN a ( @) 
Let Uarco Multi-Linkt Forms turn your wn rag a 
half girls into one hundred per cent pro- ee ee 
ducers! A few minutes with a Uarco Sales Representatives 
Representative will show you how they ™ @!/ principal cities 
can. Callhim.There’s no obligation, at all. 


INCORPORATED 


Business Forms 


Send for these time and money saving forms 


UARCO Incorporated 
Room 1624, 141 West Jackson Blvd. 
Chicago 4, Illinois 


Please send me, without charge, samples of 
UARCO Multi-Linkt Forms. 


Company 
MI BEB ei Kec oo Ns RR RE ee ote BUR 
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The Waltonal Adding Machine 


wit& time-and-effort-saving features never before combined on one machine. 


A National Adding Machine handles more work 
fastef—with greater accuracy—and with less effort. 
Only by actual demonstration on your own work 
can You fully realize what this remarkable ma- 


r tie Clear Signal gives auto- 
maticeprinted proof of whether or 
not hine was clear when operator 
sta to use it. 


Automatic Space-Up of Tape to 
correct tear-off position when total 
is printed. Saves time, effort, paper. 


Automatic Credit Balance. Minus" 
total automatically computed, and 
printed by one touch of the total 
bar. Prints in red with CR symbol. 


Full, Visible Keyboard. Al! ciphers 
print automatically—saving _ time, 
motion, effort. Two or more keys can 
be depressed simultaneously. Amounts 
remain visible until added. 


) 


Check these outstanding features . . 


chine can do for you! Call your local National 
Cash Register Company’s office—or the local 
dealer for National Adding Machines—and ar- 
range for such a demonstration at once! 


Subtractions in Red. Identified 
instantly, can never be mistaken 
for additions. Stand out prom- 
inently, even after amounts have 
been “‘checked-off” on the tape. 


Large Answer-Dials. Always 
show accumulated total in large 
figures. Permit use of machine 
without tape. 


Heavy-Duty Construction. Com- 
pact for desk use. Easy to move 
about, yet rugged enough to 
give long years of hard service. 


Easy-Touch Key Action. Practically ef- 
fortless, yet sufficient to tell you when you 


have depressed a key. Uniform tension. 


THE NATIONAL CASH REGISTER COMPANY, DAYTON 9, OHIO 











Sen. Karl E. 


1400 at Annual NOMA Conference 


HE annual conference of the Na- 

tional Office Management Asociation 

was held in New York, May 20 to 23, 
and concluded on the high note of suc- 
cess expected by all familiar with the 
meticulous efficiency of executive vice 
president Evans and his competent staff 
in conducting these yearly conventions. 
In subject and theme, the conference 
was geared to the defense effort. Per- 
sonnel problems, employee incentives, 


women in the office, work simplification 
and office mechanization, were some of > 
the topies to which the different techni- 
sal sessions devoted themselves. A fea- 
ture speaker, one quite apparently en-7 
joyed by all, was U. S. Senator Karl E.7 
Mundt of South Dakota. 

Presentation of the different awards? 
highlighted the respective sessions. The 
Leffingwell Medal, constituting recogni- / 
tion of the office executive making the 


A view of the equipment exposition at the NOMA Conference in New York. 





Which pile of work was written 


The bigger pile, of course! 


For Royal Electric speeds up any kind of office work 
immeasurably. You can increase letter writing... turn out 
more invoices ...increase stencil production... free typing 
personnel for other work. 


Learn about these and other cost-cutting possibilities now! 
Find out how Royal Electric can bring office costs down. 


Royal Electric is the long-preferred Royal Standard with 
power added. Like the Royal Standard, it is made by the 
world’s largest manufacturer of typewriters. Royal makes 
the finest, most rugged, most dependable writing machines 
ever built. They stay on the job longer . . . less time out for 
repairs. 

Hint to management; Want to raise morale among your 
typing people? Get Royal Electrics. They virtually banish 
operator fatigue! 





STANDARD 


QYAL 


ELECTRIC 
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Made by the World’s 
Largest Manufacturer 
of Typewriters 
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SEND IN 
COUPON NOW! 


Royal Typewriter 
Company, Inc., Dept. 49 
2 Park Avenue, New York 16, N. Y. 


I would like a copy of the bro- 
chure, “Picture of Progress,” de- 
scribing the Royal Electric. 


Name 





Company 














Shift The Responsibility 


of 


Paper-Keeping, Paper-Finding 
» ACCOQO! 


If you have anything to do with 
keeping correspondence, business 
papers and records in order, safely 
filed and quickly available, here’s a 
tl 

Start Acco-binding and let Acco 
Fasteners and Accobind Folders 
take the responsibility! Then you'll 
really enjoy looking for filed papers 
because they'll always be where they 


should be, where you can find them 
in a jiffy. 

Acco-binding does away forever 
with “scatteration filing” — loose 
papers, messy folders, lost sheets. 
Acco-binding saves time, tempers 
and money. It can be the difference 
in efficiency that spells profit in- 
stead of loss in times like these. Get 
the facts—NOW. 


All good stationers have Accobind Folders and Acco Fasteners (30 styles) for your every need. 


ACCO PRODUCTS, INC., OGDENSBURG, N. Y. 


In Canada: Acco Canadian Co., Ltd., Toronto. 
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A. B. Porter, Hood 
Retail Credit Co., 


., Indianapolis; J. C. 
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.. San Jose 
and F. G. Macllroy, 


A. G. DeVaughn, 


J. H. Barnes, Stan 
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. F. Brown, Bird Coal Co., Philadelph 
. Bottom row 


W. M. Bennett, Inland Container Corp 
Chicago Title & Trust Co. 


J. B. Andrews, 


International Business Machines Corp 


idents 


K. W. Moore, 


. Leonardson, Hardware Mutuals, Newark 
R. Ranson, Felt & Tarrant, Calgary 
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outstanding contributions of the year to 
the field of office management, went to 
Kenneth B. Willett, vice president, 
Hardware Mutuals, Stevens Point, Wis. 
The NOMA Fellowship, honoring an 
executive to have risen through the 
ranks of office management to a post of 
high company or community responsi- 
bility, was awarded to Mrs. Mabel L. 
Criss, vice president, Mutual Benefit 
Health & Accident Association, Omaha. 
The Schulhof Awards, founded by the 
publisher of Tue Orrice in recognition 
of the two best papers of the year on 
office management subjects, went to 
Charles O. Libbey, TVA, Chattanooga, 
and William C. Perry, Retail Credit 
Co., Atlanta. William Smith of Chi- 
cago, chairman of the Schulhof Awards 
committee, put on a particularly effec- 
tive and inspiring performance when 
presenting the awards to the recipients 
at the annual chapter presidents’ dinner. 

In electing Dr. R. P. Brecht NOMA™ 
president for 1951-52 as successor to 
W. Miller Bennett, the association paid 
signal honor to a long deserving man, 
one who had over many years devoted 
unending time and effort to the or- 
ganization’s growth and welfare. AN 
former national secretary of NOM Ag 
Dr. Brecht is chairman of the depart- 
ment of geography and industry, Uni-9 
versity of Pennsylvania, Philadelphia 
J. B. Andrews of the Carnation Co.,7 
Seattle, was named first vice president. ; 
A former vice president and director,| 
NOMA did well to recognize the north-# 
west this year in electing this tireless) 
and enthusiastic worker to the post. Inj 
all, the new slate of officers and diree-" 
tors is a good one. 

Next year NOMA goes to San Fran- 
cisco for its annual conference. What 
the folks on the west coast may expect 
is perhaps indicated by an attendance 
at this year’s conference of some 1400 
members and wives. The chapter presi- 
dents’ dinner, the annual luncheon and 
annual banquet have indeed become 
gigantic gastronomic attractions. 

The locale of NOMA’s annual office 
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<Eae 
yaa" FILE 
Se 


MAKE FACTS 
INSTANTLY AVAILABLE 


an : 
&i 7X 


if W 

Attached to file cards or ledger sheets, 
these signals segregate important groups 
of facts for instant reference—saving 
hours of time. Made of stainless spring 
steel in 12 non-chipping colors. Types 
for all filing systems. Will remain clean 
and bright under all conditions of damp- 


ness. Easy to attach, relocate, remove; 
| always stay put. Samples on request. 


"*BURRO'' PAPER CLIPS 


a 


CLING No.1 
No. 3 





CLIP 
No. 2 


Thin spring steel clips — the smart letter and 
paper fastener. Easy to attach, hold fast, won't 
catch other papers. 


Other Cook's Office Aids: Bull Dog Letter Clips, 
Index Tabs, etc. At your dealer's. 


THE H. C. COOK CO. 
12 BEAVER ST. ANSONIA, CONN. 
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liam Smith (left) presented THE OFFICE 
Magazine's Schulhof Award to William C. 
Perry at the annual NOMA Conference. 


machinery and equipment exposition 
was the 7lst Regiment Armory in New 
York. The show was well staged and 
presented to the visiting delegates and 
the New York public the wares of some 
80 office equipment manufacturers. 
Many of the booths were new and espe- 
cially well designed. The sponsorship 
of the exposition by the Office Equip- 
ment Manufacturers Institute with its 
timely pre-show advertising, contributed 
substantially to its worth and effective- 
ness. The attendance was of high quality 
and in good numbers. 
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e New speeds in filing and finding records — 50% faster or more! 
e New savings in floor space required for filing — up to 70%! 
e New economies in original investment for filing equipment! 





Now ready for every over-crowded, under- NO WALKING — NO SLIDING — NO — 
staffed office — the new and thoroughly STOOPING — NO DRAGGING: The ~ 
Split-Tier Rotor-File was designed with © 


proved : 
WASSELL SPLIT-TIER ROTOR-FILE e operator in mind. She sits, and the 7 
records come to her. No more walking ~ 


el mero vouae ae ae are line of or sliding back and forth all day, no ~ 





With the new V-shaped pie-cut, or “split,” 
in every tier, you can expand from 7,000 
to 50,000 or more in the same floor area 


and yet have every record instantly 
available. 


For all types of records, tab cards, MIB, 


addressing plates, everything filable. You'll 


appreciate the new speeds now available 
in posting records by hand or machine. 


stooping down to read drawer labels, no 
dragging out drawer after drawer. Now 


the operator from a seated position in- 7 
stantly picks any record she needs from 7 


one, two, three (as pictured), or four 


Split-Tier Rotor-Files. One place to look, © 
one distance to reach, one motion to make. ~ 
Why not write for full details on the’ 
money-saving © 


time-saving, space-saving, 
Split-Tier Rotor-File today. 


Se SS Se ED cm RS EE SE a Ne Se WE CEES SO SNE ME ce SY en Se eS MENT Smee ro Smee emer rey eran mmr 


WASSELL ORGANIZATION INC. 


WESTPORT 2, 


Without obligation, we would like full details on the time- 


POSITION 


| 

i 

CONNECTICUT 
| 

i 


c 
1 
I 
I 
| 
; saving, space-saving, money-saving Split-Tier Rotor-File. 
I 
I 
I 
: 


(Please attach to, or write on, your business letterhead) 
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Here’s the reason opera- 


DUPLICATING PRODUCTS 


The Famous 


tors prefer TEMPO — TEMPO 
(and dealers get re FILM STENCIL 


REG. U.S PAT OFF 





peat business.) : Impar- 


tial tests* prove that 
TEMPO—the ORIGINAL 


fied with any other. 


* Write us for proof. 


TEMPO 500 INK 





That"‘almost unbelievable’ 
high-speed, quick-drying ink! 
No offset on mimeograph 
paper. Every copy a perfect re- 
production. 


Write for catalog showing complete 
line of Tempo Duplicating Supplies. 


produce better copies than any other stencil, 
regardless of typewriter used for cutting. Try 
TEMPO FILM just once—you'll never be satis- 


Film stencil—will 


TEMPO Electric DUPLICATOR 





« « » push button control 


e High speed production without waste. 

e Single sheet feeding—no wasted paper. 

e Metered ink control—no wasted ink. 

e Automatically jogs copies into even stack. 
e Built-in Tempo Interleaver for finer papers. 
e Fully guaranteed. 


BUILT FOR LIFE-TIME PERFORMANCE 


MILO HARDING COMPANY 


432 WEST PICO 8B 


Established 1904 
OULEVARD, LOS ANGELES 15 


317 THIRD AVENUE, PITTSBURGH 22 
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Attendance Incentives 


(Continued from page 66) 


children to school. We have changed 
their hours accordingly because of the 
searcity of help. 

Keep the plan’s administration as 
simple as possible. Employees will 
understand it better and your payroll 
staff will not be overburdened. The 
program will be more successful if it is 
tied in with other office regulations. An 
employee who is not interested in earn- 
ing a bonus should not be eligible for 
a merit increase. 

Allowed Time Off—No employee will 
be entitled to any time off with pay 
unless he is in the employ of the com- 
pany for 6 months, Thereafter, two days 
will be credited for each month up to 10 
days within each calendar year. For 
each year’s service over 5, 1 additional 
day of time off per year will be granted. 

Allowed time off is provided only for 
those who have a good reason to be 
absent and should not be considered as 
an extra vacation. 

Employees who stay out without per- 
mission of the department head will not 
be paid for the period of absence. If an 
employee is sick, he must call the depart- 
ment head during the morning in order 
to receive allowed time off. If you have 
no means of calling your supervisor, 
please report this fact to your depart- 
ment head. 

Department heads must initial all ab- 
sences on the clock card for allowed time 
off, as the clock card will not be used as 
a basis for computing such absences un- 
less approved by the department head. 

A difficult problem regarding attend- 
ance is sick leave or allowed days off. 
With permission, deserving employees 
ean have time off for any reason. This 
is appreciated by our more reliable 
employees who resented that some could 
get time off by claiming to be sick. We 
prevent employees from taking undue 
advantage of allowed time off by im- 





posing severe financial penalties on 
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never such 


strength 


...and 
writing ease! 


W or the first time, a 
colored pencil as strong 
and smooth as your 
favorite black lead 
pencil! Elastic leads that 
bend to absorb writing 
pressure strain... 
guaranteed not to break 
in normal use. And 
Colorbrite colors are 
brilliant, vivid, 
intense! Highest 
visibility on white or 
colored papers! Your 
work is wet-proof, 
smear-proof—yes, 
even fade-proof. 
Colorbrite steps up 
office efficiency, 

both in writing and 

in reading. 


9, 
22 azy PH1G.10105 ei 


o. B2evs 
7 


“wns 
2 * P9M2N1712000m 





orbrite 


by EBERHARD FABER 


TRADE MARKS REG. U.S. PAT. OFF. 
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Worried about 
the fire that smoulders? 


Put it out 
with PENDAFLEX folders! 


Oxford 
PENDAFLEX’ 


HANGING FOLDERS 


FOLDERS HANG 
ON FRAME 


CUTS FILING 
costs 


20% 


INSTANT REFERENCE 
TO EVERY FOLDER! 





OXFORD FILING SUPPLY CO., INC. 
Clinton Road, Garden City, N. Y. 


Send us your Pendaflex Catalog, 


and name of nearby Pendaflex 
dealer. 


Name 








Company. 


Address 





City. State 
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. those who stay out without permission. 


We allow vacations built up on the 
same basis as allowed time off. A new 


. employee gets no vacation credit for the 


first six months, but thereafter builds 
up two days vacation credit, up to 14 
days, so that one year or more of serv- 
ice brings a two-week vacation plus a 
possible 14 days allowed time off for 
legitimate purposes. The worker re- 
ceives full base pay until all earned 
days are used up—then bonus and pay 
are lost. Although they are taking 
more and more of their allowed time 
off, we feel it is being done honestly 
now whereas before it had been taken 
dishonestly in many cases. Where a 
dollar-and-cents bonus is impossible, I 
suggest giving an allowed day off for 
each month of perfect attendance with 
no more than two lates during that 
month. If, to keep up a perfect record, 
an employee comes to work while ill, 
we send her to the nurse. If she is sent 
home, she does not lose her credit for 
that day. 

Experience with our plan runs on the 
general average of about 4% being paid 
out of the 6% that could be earned if 
all employees had perfect records. It 
varies somewhat by seasons. Many 
come a considerable distance to work and 
a bad winter storm ean throw records 
off temporarily. We run very low on 
the number of lates: for 125 in our 
office, we might have ten lates a week. 
We used to have 30 to 40 lates a week. 
We define a late as anything past exact 
starting time. 

Do not expect any incentive plan to 
eure all your difficulties in personnel 
administration. It is intended to do 
just one thing—get employees to work 
—on time. You still have the problem of 
getting them to do the work and to 
work efficiently. I believe there is a 
place for attendance incentives in every 
office and their use, coupled with other 
regulations, add up to a more complete 
office administration—From an _ ad- 
dress at the National Business Show 
Forum. 
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Make your own type 


originals for any reproduction method and 
cut your printing costs in half.......! 


Yow are reading DS] typography—produced on the machine 
illustrated above. Think of your savings in time and money by 
producing such type originals in your own office—for mimeo, 
office litho machine, hectograph—or even for reproduction by 
your local photo-offset house. The DSJ with its Standard key- 
board operates like your office writing machine—but produces 
type originals spaced out to your needs, and in a choice of 
any popular style and size of type face. You can prepare good, 
clear sharp stencils for mimeo—or even prepare your type 
originals directly onto a litho plate for immediate duplication. 
Use the professional-looking copy for ‘‘pasting up’’ your 
house organ, catalog, literature and almost any printing need 
in your organization. Your printing costs will go way down 
while your supply of printing goes up. 


SPECIAL NOTE TO DEFENSE CONTRACTORS 


The DSJ machine is specified by the departments 
of the Army, Navy and Air Force for the preparation 
of Handbooks and Breakdowns under MIL-H-5474A. 
Copy needs no photo-reduction. 


NAME 
COMPANY 
ADDRESS 
CITY. 


OULD FILE: This report 
Inventory Reporting Unit 
or such months in which 


*TYPE FACES ARE 
INSTANTLY CHANGEAGLE 


a 


@ AUTOMATICALLY - 
THE RIGHT AND LEFT 
MARGINS ; 


@ RULES FORMS AND 
“SETS” THE TYPE AT THE 
SAME TIME 


RALPH C. COXHEAD CORP. 
720 Frelinghuysen Ave., ‘Newark 5, N. J. 
Please send me Vari-Typer Booklet #019 











COLLATOR 


Thomas Mechanical Collator Corp., 30 
Church St., New York 7, N. Y., has added 
a table model collator to their line of 
‘five floor models. Priced under $100, this 
collator combines the best structural and 
mechanical features of the larger units 
with space-saving and economy. It has 
the patented Ejectomatic Feed and the 


pver which propels the feed arms oper- 
Stes on Thompson linear ball bearings. 
Gomplete inspection of each collated set 

instantly possible to assure accuracy 
md detect blanks or poor copies. The 
Thomas table model collator is 1514” 
wide, 15%” deep, 1644” high and comes 
with choice of 5 or 8 bins. Literature 
from above address. 


TYPE FOR OFFSET 
Fototype, Inc., 1423 Roscoe St., Chi- 
eago 13, Ill., makes Direct Image Foto- 
type which can be pasted onto paper, 
plastic or aluminum photo-offset plates 


80 


for direct reproductions on offset dupli- 
cators. Fototype comes in a wide va- 
riety of popular type styles and sizes for 
use specially for display purposes in con- 
junction with either typewritten body 
type or printers type proofs for offset, 
and all other printing processes when en- 
gravings are made. Fototype is easily 
used by clerical workers and allows the 
quick production of office duplicated 
pieces, with the appearance of com- 
mercial printing, at low cost. A free 


. catalog showing Fototype samples, sizes, 


type styles, prices, etc., can be had from 
above address. 


ACCOUNTING MACHINE 


Underwood Corp., 1 Park Ave., New 
York 16, N. Y., makes a low priced all 


purpose Underwood Sundstrand Account- 
ing Machine for simplified handling of 


various bookkeeping procedures. Known 
as the Model E, it has two crossfooters 
for accounting application flexibility. 
This simple 10-key keyboard machine is 
designed for operation by the touch sys- 
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tem. Its interchangeable control plates, 
known as the ‘‘ mechanical brain,’’ make 
possible automatic operations, minimize 
errors and give positive accuracy. Sim- 
plicity of operation is accomplished by 
such features as automatic column selec- 
tion, which eliminates the necessity of 
selecting decimal position. A flexible 
keyboard provides month, day, year and 
descriptive characters, and these, plus 
folio numbers, all print in one operation. 
The machine has a front feed carriage 
with writing line and all other entries 
visible at all times. The carriage opens 
and closes automatically to eliminate 
manual operations. The Model E pro- 
vides automatic computation and print- 
ing of debit or credit balances, automatic 
proof total and, when necessary, automa- 
tic adjustment of proof total. Both cross- 
footers have direct subtraction and pro- 
vide for direct correction of errors while 
forms are in the machine. Other fea- 
tures are fast balance transfer and simul- 
taneous trial balance, automatic line 
proof on every posting, and through the 
interchangeability of control plates, 
ability to handle a number of different 
applications. Made in two carriage 
widths, 18” and 24”, and listing and 
totaling capacities up to 99,999,999.99. 


AIR CONDITIONING 


United States Air Conditioning Corp., 
3300 Como Ave., S. E., Minneapolis 14, 
Minn., have published ‘‘Practical 
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Pointers on Air Conditioning’’, a 16-page 
booklet for layman and expert, covering 
all phases of air treatment and air han- 
dling. The liberally-illustrated booklet 
can be had free from above address. 


CARD FILE 


Vue-fax Corp., 90 Gold St., New York 
38, N. Y., makes a tub file for housing 
40;000 cards 4144” wide; 30,000 cards 6” 
wide; or 20,000 cards 8” wide. The two 
end covers fit into end pockets while the 
center cover becomes a rolling work top 


when the file is in use. This file can be) 
furnished in one, two or three sections” 
for one or more clerks, (up to 81” long)y 


and in any height with or withou 

casters. It is finished in attractive crystaly 
gray. Complete information from abov@ 
address. t 


MODULAR 
FURNITURE ~— 
Rockwell-Barnegs 
Co., 35 East Wace 
| ker Drive, Chi# 
— cago l, Ill., makes 
= Rock-a-File Modu- 
lar Wood Office, 
basically identical 
| to Rock-a-File 
} Modular steel fur- 
' niture. The wood 
line features smart 
design in the mod- 
ern tempo and 
unitized construc- 
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tion for complete interchangeability that 
permits a wide variety of layout com- 
binations. The fundamental layout con- 
sists of desk, corner cabinet and two 
basic units, desk base unit and alternate 
unit, the latter providing a choice of 
components including storage cabinet, 
wastebasket section, telephone section, 
file cabinet, drawer section, typewriter 
shelf, and bookcase. Layouts to suit the 
needs and tastes of every inidividual, 
whether executive, stenographer or clerk, 
are readily set up by arranging units and 
components in any desired sequence. All 
units and components are interchange- 
able—connections are made easily with 
screws. Among the principal features 
of Rock-a-File Modular Wood Office 
Furniture is its high floorspace economy. 
Utilizing corner area by L-arrangement, 
the entire layout occupies less than 50 sq. 
ft. of floorspace and comfortably fits in a 
9’x12’ office. Catalog and price list from 
above address. 


TABULATING PUNCHED FORMS 


Uareo, Ine., Room 1624, 141 W. Jack- 
son Bivd., Chicago 4, Ill. has added to its 
products a full line of control punched 
forms for tabulating machines. These 
include custom forms, stock forms, and 
imprinted stock forms. All fastenings 
are available including glued, sewed, 
tapled, unfastened or bump fastened. 


Uarco also offers its own tabulating 
forms fastening with paper only. Tabu- 
lating forms fastening with paper only. 
Tabulating machine users can obtain by 
writing Uareo a new book containing 
actual samples of Uarco’s full tabulating 
line, showing fastening methods, designs 
and special constructions. 
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SOUND-POWERED INTERCOM 


Wheeler Insulated Wire Co., 1106 East 
Aurora St., Waterbury 20, Conn., an- 
nounce improvements and additions to 
their line of sound-powered intercom- 
munication equipment ineluding high 
level handsets designed for use where 
noisy conditions are a factor, and a 
series of custom type handsets to meet 
special installation requirements. To- 


gether with the Wheeler standard pair 
phone and multiple station intercom sys- 
tems, this extended line now permits 
great latitude in meeting users’ needs in 
office and factory. Unique features of 
the sound powered system are the sim- 
plicity and economy of installation with 
no batteries and no outside power supply 
of any kind. Currents involved are so 
small that there is no spark or fire 
hazard. Interconnection is by means of 
ordinary twisted-pair or multiple tele- 
phone wiring. Conversation is clear and 
undistorted over distances up to about 
25 miles. Being independent of outside 
power services, the Wheeler Sound 
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Powered System is ideal for emergency 
use. Standard units provide for ordinary 
ringing, relaying ringing or visual call 
signals. By the use of relays, large size 
gong bells, horns or light signals may be 
operated. All components compare in 
size, design, construction and general 
performance characteristics with com- 
mercial telephone and intercom equip- 
ment. Literature available from above 
address. 


CASH REGISTER 


R. C. Allen Business Machines, Ine., 
679 Front Ave., N. W., Grand Rapids, 
Mich., makes the R. C. Allen Cash Pro- 
tector, now available for prompt delivery 
throughout the U. 8S. This low cost cash 
registering machine is an upright unit 
with new features for an upright ma- 
chine in its price bracket. In addition to 





> 


the many standard R. C. Allen Cash 
Register features such as, running totals 
in visible dials, removable coin till, wide 
drawer, enforced designation and others, 
the Cash Protector has these new de- 
velopments: easy-reach keyboard, 414” 
carriage with extra-wide tape for mar- 
ginal notations, completely enclosed re- 
wind device which automatically rewinds 
a full roll of tape, and hinged top plate 
for speedy ribbon change. The Cash 
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Protector is handsome in appearance, 
finished in a burnished gold and ice 
green, and a complement to any store. 


FOUNTAIN PEN SETS 


Sengbusch Self-Closing Inkstand Co., 
1261 Sengbusch Bldg., Milwaukee 3, W1s., 
makes the Dependable Desk Fountain 
Pen Sets designed for private or public 
use. The front panel of the set allows 
personalized or advertising imprint. Sets 
are equipped with choice of iridium- 


tipped, gold plated point; stainless steel 


point, or 14-K gold point. Tredin screw-7 
in feed and points are instantly replace- 

able in 15 styles of nibs. Sets for public™ 
use have 24” bead chain attaching pen to® 
stand. Base is covered with cork and 

rubber composition with adhesive back- 

ing for firm adherance to desk or coun-7 
ter. Catalog sheets, display cards andy 
dealer-imprint blotters are available from™ 
above address. 5 


LIST-DUPLICATING SYSTEM 

Ditto, Ine., 661 8. Oakley Blvd., Chi- 
cago 12, Ill., has developed a patented 
method of breaking down any list of 
items by item—each item on a separate 
sheet of paper—without rewriting. It is 
done by running a set of overlapped 
strips called Analyslips through a Ditto 
duplicating machine to pick up one item 
on each Analyslip. As many as 30 such 
slips can be run at one time. The slips 
are then torn apart and used as desired. 
Some of the ways in which Ditto Analy- 
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TWO NEW PRODUCTS 
paper gathering 


WITH the announcement of two 
new developments—the Table- 
Top Collator and the Finger-Tip 
Gathering Trays, there is now a. 
Thomas Collator for you——what- 
ever the extent of your gathering 
problem. This new portable, hand-oper- 


ated collator can save the 
Now, more than ever, our repre- average office time, space and 


sentative in your area can bring fatigue comparable with the 
you the help of a "Specialist in Thomas floor models designed 


Paper Gathering." Mail the cou- __°” /2r 99 Production problems. 


pon for the complete story. No operation and the same visible 
obligation, of course. check for accuracy. 


Table-Top Thomas Collator 


THOMAS COLLATORS, 30 CHURCH STREET, NEW YORK 7, N. Y. 
Send me information, no obligation of course, on 


The new Table-Top Thomas Collator. 
The new Finger-Tip Thomas Gathering Trays. 
The standard Thomas Floor Models. 


Send me your Collating Work Sheet “O" on which | can analyze our paper 
gathering work. 


Company 
Street 
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to help you 
problem... 


Finger-Tip Gathering Trays 


Set up quickly on desk or table 
top, these new Thomas Gather- 
ing Trays afford great saving 
of both time and space in 
assembling or gathering pages. 
Packaged in sets of six, they 
nest compactly for storage. 


with your 


Standard Thomas Collators 


Famous "work horse" of thou- 
sands of offices, the standard 
Thomas Collator is offered in 
five models—to handle your 
gathering problem, whatever 


the size of it! 


Thomas Coll Asdes 


THOMAS MECHANICAL COLLATOR CORP. 
specialists in paper gathering 
30 Church Street, New York 7 @ Digby 9-2270 
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slips have been used are—inventory con- 
trol, sales analyses, stock taking, labor 
tickets, move tickets, analyses of pur- 
chases, inspection unit copies, hospital 
charges, catalog preparation. 


DUPLICATING KIT 


Heyer Corp., 1850 S. Kostner Ave., 
Chicago 23, Ill., makes a complete ‘‘di- 
rect-mail department’’, contained in a 
single, compact storage case. Called 
Dupli-Kit, this unit consists of two ma- 


chines—the Heyer Portable Printer, and 
the Heyer Portable Addresser—together 
with initial supplies and fully illustrated 
instructions. Dupli-Kit provides every- 
thing for easy duplicating of small an- 
nouncements, forms and advertising 
pieces plus a machine for rapid address- 
ing, labelling and marking. Retailing for 


$19.90, this puts the compact set within 
the reach of clubs, churches or small 
businesses, 


MACHINE SIDE-PANELS 


Von Soosten & Co., 804 Pine St., St. 
Louis 1, Mo., makes side panels for Bur- 
roughs narrow base models 72, 76 and 78 
billing and bookkeeping machines which 
are easily installed and removed, and 
modernize the appearance of these ma- 


chines. Von’s Snug Fit No. 7 Side 
Panels overcome customer sales resist- 
ance to open model machines and are 
made in choice of black or tan krinkle 
finish to match machines. Dealers who 
have these models and wish to modernize 
them should write above address for 
literature and prices. 


MODULAR 

EQUIPMENT 

Globe - Wernicke 
Co., Cineinnati 12, 
Ohio, makes the 
line of Techniplan 
office equipment, 
built around desk 
and center run- 
ners assembled 
with various 
standard sectional 
units for letter 
files, map and 
drawing cabinets 
and ecard index 
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SHORTEST 
DISTANCE? 


between 


MANY points! 


Today Business and Industry are 
faced with the necessity of supply- 
ing more production, faster, more 
efficient service—in spite of man- 
power and material shortages! .. . 
It means that every department— 
every executive—must operate at 
peak efficiency. 


SAVE MANPOWER 
SELECT-O-PHONE helps companies 
to get the most service out of every 
man employed. Yet SELECT-O- 


PHONE requires. no operating per- 
sonnel—it is automatic! It saves 
time, saves steps, saves errors! 


SPEED PRODUCTION 
SELECT-O-PHONE has definitely 
proved its worth in cutting costs 
and increasing production for thou- 
sands of users from coast to coast! 
It saves time, saves steps, 
saves errors! 


EXPEDITE ORDERS 
SELECT-O-PHONE helps in- 
crease material flow—helps 


SELECT-O-PHONE Division, Dept. '0 G 
KELLOGG ‘SWITCHBOARD AND SUPPLY CO. 
6650 S. Cicero Ave., Chicago, Illinois. 


TAKE THE LOAD OFF OF 


YOUR SWITCHBOARD 
SELECT-O-PHONE is independent 
of your city telephone system—has 
no connection with your switch- 
board. It permits you to talk pri- 
vately—and instantly—to from one 
to fifty-five stations, either indi- 
vidually or collectively. It turns 
ideas into action! ... GET THE 
FACTS! SEND THE COUPON BE- 
LOW TODAY FOR INFORMATION 
THAT WILL OPEN YOUR EYES. 


KELLOGG 
Selects 9-Phone, 


THE /ASLOE VOICE OF BUSINESS 


Please send me in formation as to how SELECT- 


get materials distributed, O-PHONE will save time, save steps, save errors! 


helps get finished products 
shipped after they have been 
made. It saves time, saves 
steps, saves errors! 


Name 





Firm 
Street 
City. 








ee cee eee ee @ ow ao al 


Zone___ State. 
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NEEDS IT! 


Here's the amazing 
new patented eras- 
ing shield that everyone's talking about! 
Long handle and unique twin design 
make it clean and easy to use. No more 


U.S. Patent No. 2,522,111 


smudging of copies. 


1 Allen-Quik Twin Erasing Shield $1.00 
6 Allen-Quik Twin Erasing Shields $4.50 
12 Allen-Quik Twin Erasing Shields $8.00 


Delivered postpaid in U.S.A. 


USE COUPON NOW and get FREE SAMPLES OF 
ALLEN’S INDICATOR TYPEWRITER CARBON PAPER 


STATIONERS & DEALERS: Get on the band- 
wagon wivh this terrific ‘'door-opener'’. Liberal 
discounts. 


ALLEN & COMPANY 


Manufacturers of Carbon Papers—Inked Ribbons— 
Laboratory Controlled. The home of ‘‘Alco’’ products. 


11-15 Vandewater Street, New York 38, N. Y. 


ALLEN & COMPANY Dept. 7A 
11-15 Vandewater St., New York 38, N. Y. 
Enclosed find $ Allen-Quik 
Twin Erasing Shields, postpaid with FREE SAMPLES 
of INDICATOR CARBON 

size: 84g x11 8&4 x130 








Address 
Our dealer’s name 
and address 





cases. Hundreds of efficient, space-saving 
arrangements are possible. A patented, 
interlocking feature makes it easy for 
anyone to assemble the desired units and 
to make changes as required for better 
organized working area in 18.3% less 
floorspace. Techniplan was designed and 
developed by Donald Deskey Associates 
and is the result of more than two years 
research and engineering by Globe- 
Wernicke. Units are completely flexible, 
demountable and mobile, creating a func- 
tional office with a maximum utilization 
of space to allow quick reassembly for 
expansion, change in work flow, removal 
to new quarters or other rearrangements. 
The units have many functional features: 
flexibly arranged work area, filing com- 
partment and drawer space, movable 
book shelves, concealed wastebaskets, 
electrical connections for _ integral 
fluorescent trough lighting, business ma- 
chines, inter-com systems and telephones. 
Partition combinations can be arranged 
to secure semi or complete privacy and 
are furnished in all wood or wood and 
glass in three heights. All modular units 
including partition sections have leveling 
adjustments to compensate for unevenness 
of the floor. Literature, showing some 
of the many layouts possible, is available 
from above address. 


STENCIL DUPLICATOR 
Rex-Rotary Distributing Corp., 19 West 
31st St., New York 1, N. Y., announce 
that the Rex-Rotary Duplicator D-270 
has automatic inking by which an ink 





BETTER PENC/LS 





Find out why daily, more and FREE BOOKLET: 
more cost-conscious business Send for free catalog 
firms are adopting “Autopoint” showing full line of 
Pencils for organization use... ae Pencils, 

: 1 «cen. With low quantity 
the famous pencils with Grip prices. Double-end 
Tite” Tips that won’t let leads Pencil shown has fin- 
wobble, turn or fall out. By gergripscolored toin- 
equipping employees with pon ag Picea of lead; : 
“Autopoint” Pencils, many cut i071 ue, green, purple, yellow or § 
their pencil costs IN HALF! And Slender barrel, exposed eraser util- 7 
they get a cost-cutting bonus of _ ity pencil has harmonizing clip, eraser 7 
pencil sharpening time saved, ferrule and tip in silvonite finish. Both ~ 


“i pencils come in standard and “Real ~ 
greater efficiency, trouble-free Thin” leads... are popular numbers ~ 
writing. for organization use. Send coupon. ~ 

"Autopoint” and "Real Thin” are trademarks of Autopoint C y, Chicago 


ad 
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AUTOPOINT CO., Dept. 97 
1801 W. Foster Ave., Chicago 40, Ill. 


Send me free booklet giving quantity prices on “Autopoint” Better 
Pencils for Organization use. 


Name. 








Company 
Position 

Street Address 
City. Zone State 
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cartridge is inserted and a selector dial 

set for the correct degree of inking. The 

a machine then automatically feeds the 
ans correctly measured supply of ink to the 


cylinders to assure uniform impressions 
: whether the run be 50 or 5000. Inkin 
in Your Correspondence, ¢ s is continuous and ink consumption ri 
it gets RESULTS! ~ duced. A bell signals when the - ink 
: cartridge is empty. Another dial enables 
with the operator to ink any desired area or 
the full cylinder width while the machine 
runs. Ink comes in a thin paste form. 
Other machine features include hairline 
registration, positive paper feed for thin 
papers to cardboard and from post cards 
up to 8%” x 1314”, printing position ad- 
juster, quick roller and silk screen chang- 
ing for color work (no ink pad), full 
20-lb. ream capacity for paper tray, 
speeds up to 8000 an hour, and ability to 
print folded sheets. The D-270 has auto- 
matie counter which stops machine when 
pre-set run is completed, revolving light 
and universal AC-DC motor. It is 
guaranteed for three years. 


OFFSET PLATE 
Minnesota Mining & Mfg. Co., 900 
Fauquier St.,‘St. Paul 6, Minn., makes a 
pre-sensitized photo-offset plate for use 


Completely personal, 
Auto-typed sales letters get atten- 
tion... get results. There are also 
countless other correspondence jobs 
that Auto-typist can do faster, better 
and at lower cost. Write for com- 
plete information. 


The Isto-typist 


AMERICAN AUTOMATIC TYPEWRITER CO. 
Dpt.57, 614 N. Carpenter St., Chicago 22, Il. 


Please send me your free booklet on 
How to Use Auto-typist. 








Name 





Firm 





Street 











City. Zone. State 








on Multilith and Davidson duplicators. 
The ‘‘3M’’ brand Sensitized Aluminum 
Photo-Offset Plate—is presensitized and 
ready for exposure without further treat- 
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PHOTOGRAPHED IN TRACER LIGHT..... 


e 
i 





REVEALS SAVING WITH AMERICAN LITHOFOLD 


LUTIOS VisliPatsines touts 


3 moves instead of 9 . . . proved by the 
The OLD WAY ee s new wt of exposing the paths of 
: motion . . . under actual working conditions 
© produce 1 set of forms: 


1) Collate (2) Interl ith - . 

oo ee a aaa eee ot American LITHOSTRIP Continuous Forms 
Align (6) Turn roller (7) Type (8) * * . 

ish cies (9) +t ig ed wipe out useless time and work in 


record-keeping . . . eliminate six wasteful 
@. LITHOSTRIP WAY moves! Distribution and control are simplified 
$3.80 Type, tear ofl; sip ov and speeded. A SINGLE typing produces ~ 


corbens os @ onl! records for all departments . . . fast! 
Get your copy of this new brochure 


showing business forms TIME AND 
OTION ST » Fi 
. ee AMERICAN LITHOFOLD CORP. 


500 Bittner Street + St. Louis 15, isso 


“SEND ME the revealing TIME AND MOTION 
STUDY showing how we can save important time, work and mer : 
with LITHOSTRIP “PLANNED” BUSINESS FORMS. ‘. 





PURCHASING 
HEADACHES? 


In these critical times, you want quick 
answers on: 


HOW to anticipate material require- 
ments. 


WHEN to order, to assure mainte- 
nance of production efficiency. 


WHERE to get quality materials at 
best market prices. 


These and many other vital factors instantly 
available if controlled with E-Z Sort Systems. 
Small or large problems handled with equal 
efficiency. 


= Get the facts on how the purchasing agents 
of one of the nations largest organizations 
have simplified and streamlined their jobs 
= with a tremendous saving in operating costs. 


§ Details on request. Write— 





s E-Z SORT 


SYSTEMS, LTD. 
45 Second Street 
Dept. 71 
San Francisco 5, California 


A few valuable territories open 


to qualified Systems Engineers. 








ment. Plates are .005” thick aluminum, 
have zero stretch, and offer fine quality 
reproduction of halftone screens of up to 
300-line. Halftone dots, and lines, are 
sharper due to the plate’s grainless sur- 
face. Lower-case letters one-fourth the 
size of 6-pt. type have open ‘‘o’s’’ and 
‘fe’s’’, Plate’s handling speed is 5 
minutes from package to press. No 
graining of whirling equipment, or shelf 
of chemicals, are needed. A single dem- 
onstration enables an operator to pro- 
duce excellent plates. The plate’s 
specially coated surface is less susceptible 
to scumming. Less moisture is carried on 
the surface of the plate, so there is less 
tendency to emulsify the printing ink 
and develop grayness in the copy. Easily 
corrected—minor deletions and additions 
can be made. Register is 100% accurate, 
subject only to the limitations of press 
and operator. Plates are made in two 
sizes: 10” x 15%” serrated plate for use 
on No. 1250 Maultilith; 10” x 16” 
straight-cut plate for Davidson presses. 


LABEL ADDRESSING MACHINE 


Weber Addressing Machine Co., 230 
W. Central Road, Mt. Prospect, IIL, 
makes the Tag-O-Graph, Model K. tag 
and label addressing or marking machine 


which reproduces from a stencil that 
can be quickly and easily prepared on a 
typewriter, or handwritten or lettered 
with a stylus furnished with the unit. 
The stencil will carry 9 lines of copy 
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Your 
Important 
Records 


DOUBLY | 
SAFE! 


COLE'S heavy combination” 
dial lock automatically locks all? 
four drawers simultaneously. No” 
keys necessary, only YOU know 
the dial combination. A heavy) 
duty Grade "A" Cabine 
with a progressive ball-bearin 
suspension cradle within 
cradle. Equipped with safe 
latches and positive side lock 
compressors. 


MAHOGANY, 
GREEN WALNUT OR 
OR GRAY | KNOTTY PINE 


Letter Size Four Drawer $106.90 $121.90 
Legal Size Four Drawer 118.75 133.75 
Letter Size..........Two Drawer 79.50 90.00 
Legal Size Two Drawer 84.75 95.25 


PRICES SLIGHTLY HIGHER IN TEXAS, COLORADO AND WEST OF THE ROCKIES 


COLE STEEL EQUIPMENT COMPANY 
285 Madison Avenue, New York 17, N. Y 


Sea 














This is the finest 
precision-built Coin 
Counter on the market— 
counts 1500 to 2000 coins 
per minute. 


Model “DE" 
(Electric) 


$300.00 


Other models: Manual Model "D” 
Both models available with carrying cases. 


Klopp Coin Counters are precision-built—for 
long life—accurate and dependable opera- 
tion. Anyone can count and package coins 
easily, quickly and accurately—regardless of 
denomination of coin. Good for years of 
trouble-free service. 


ASK FOR DEMONSTRATION 


COIN SORTERS 
SAVE TIME AND MONEY TOO! 
Compact—light weight—with simplicity of 
operation—the Klopp Coin Sorter will save 
any firm many dollars a year. It's as efficient 
as it is attractive and it fits into the finest 
office. Available in both manual and electric 

models. 


All. Klopp machines operate on 110-120 
volt AC-DC circuits. 


WRITE FOR FOLDERS 


KLOPP ENGINEERING 


5736 TWELFTH ST. DETROIT 8, MICH. 





and give 1000 or more clear, sharp, 
legible reproductions. Special processea 
ink insures waterproof and fadeproof 
permanent impressions. Stencil change 
is made in a matter of seconds. Tags 
or labels are fed through the machine 
automatically at a speed of 150 per 
minute. An automatic counting device 
tabulates the exact number required. 
Feed mechanism insures uniform and 
positive registration, each tag and label 
bearing identical imprint. Movable 
printing drum permits operator to regis- 
ter on any portion of tags or labels, 
Simple adjustments permit quick changes 
for tabs and labels of various sizes; ma- 
chine handles tags or labels. Non-com- 
plicated mechanism allows anyone to 
operate the machine. Sturdy con- 
struction and precision engineering in- 
sures many years of trouble-free serv- 
ice. Weight is 22 lbs., overall size 9” x 
20” x 11” for easy portability. Avail- 
ability 4-weeks. Price $350.00 plus F.E. 
Tax or rented at $10 per month. 


COPYHOLDER 


Business Machines & Supplies Div., 
Room 2116, Remington Rand Ine., 315 
Fourth Ave., New York 10, N. Y., an- 


nounces four improvements incorporated 
Rand’s Line-A-Time to 
assure annual typing station savings of 


on Remington 
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Gred7 amis IN INDUSTRY 


- DESK TOP EQUIPMENT 


Quality, efficiency and years of dependable service 
have placed the Bert M. Morris Company foremost 
in the field of better Desk Top Equipment. Many 
famous users have their emblems imprinted in gold. 


MORRISET — the constant- 


flowing, all-round writing 
implement thot holds a 
full 2% ounces of ink for 
months of writing without 
refill. Absolutely will not 


flood. Choice of five quick- 


ly reploceable “thread-in” 


THERE 1S NO SUBSTITUTE 
FOR QUALITY. All Morris 
writing sets are equipped 
with irtdum tipped points 
and each point is tested 


points — extra fine, fine, and approved at facto 
. 0 at factory 
medium, broad, stub. for writeability 


STURDINESS eo EFFICIENCY 
SMARTNESS 
These are combined in the 
superior design of all Desk Top 
Equipment manufactured by 


THE BERT M. MORRIS CO. 


The setting shown — pen set, 

memo pad, letter tray, ash tray. 

bookends and phone rest are a 

rich appointment to any desk — 

the stamp of an exacting, effi- MEDIUM 

cient executive. The complete 

setting retails for little more than 

BERT M. MORRIS CO. Desk Top Package Deals #100 and 200 the cost of one higher priced - 
Inquire about the surprisingly low cost of completely comparable fountain pen set 


furnishing a desk with these items. se te 








FOUNTAIN PENS — an effi- 800K ENDS —at last— MEMO PADS—available in LETTER TRAY—strong two ASM TRAY—Areal He-Man 
cient and economical pen inexpensive book ends to two types With jewelers point suspension allows ash tray. Glass lined. per- 
match modern office fur- bronze bar that drops as access from entire front fect for any desk or con- 
niture paper is used. or standard and both sides Tiers ference table. 
money saver in any office box style quickly added, legal or 
letter size 


BERT M. Mor RIS CO. vept.o-1,8651 WEST THIRD STREET—LOS ANGELES 48, CALIFORNIA 
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THE TEAM THAT 
LIGHTENS your 


pencils 


ERASER STIK 


wood encased 
eraser for ink, 
pencil or 
typewriting 


at least the $79 per machine considered 
average for forward reading copyholders. 
Increased typing production and greater 
typewriter utilization are achieved 
through features such as the exclusive 
Trans-Vue Line Guide. The line being 
read is underscored without blocking out 
changes noted on the next 6 lines. The 
Line-A-Time’s Space Celector provides 
automatic lock-in of single and double 
spacing. Positive variable spacing is 
also made as easy as operation of a 
typewriter line space regulator. Light 
conditioning helps the operator reflect 
the best available light on the copy. The 
Turn-A-Page Pocket makes flipping of 
stenographic notebook pages a one-hand 
operation. Like preceding Line-A-Times, 
the Model 112 is operated from one 
feather-touch lever near the typewriter 
keyboard. The same lever raises the 
copy and releases the drop mechanism 
which is now brake controlled to elimi- 
nate noise and jar. Streamlined styling 
and gray color complement modern type- 
writers and office decor. Folder RSL 
212, describing the new Line-A-Time, is 
available from above address, 


AIR IMPROVER 


W. B. Connor Engineering Corp., Shel- 
ter Rock Lane, Danbury, Conn., makes 
the Dorex Air Improver which continu- 
ously draws the room air through acti- 


vated carbon to remove any odors, dis- 
charging a steady stream of pure air to 
the normal ventilation air supply. The 
Dorex Air Improver does not change the 
air in any way except to filter impurities. 
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A EW! from tape to till ! 


[i 


® bash- Protector ; 





Now . . . for the first time, An upright cash register priced for the smallest pocketbook! 
Beautiful to look at . . . simple to use . . . the R. C, Allen Cash-Protector combines all 
the features of the standard Model 200 with these outstanding new developments: “easy 
reach” keyboard . . . 414” carriage with extra wide tape for marginal notations . . . 
completely enclosed rewind device (holds full roll of tape) . . . hinged top plate for fast 
ribbon change. Styled in burnished gold and ice green, the R. C. Allen Cash-Protector 


complements any store interior. Totals to $10,000.00, A smart addition to your business, 


Write today for complete information. 


R.C.Allen Business Machines, Inc. 


679 Front Ave., N.W., Grand Rapids, Mich. 











R.C.Allen TYPEWRITER... 


Ways 


MODEL 611 


Typing is easier because the R. C. Allen has all the features. Smoother acting line space lever 
... instant margin set . .. new touch. . . self-centering bail . . . and 23 other features. They all 


combine to make a typing machine of smart appearance and new dependability. 


Selling is easier because the R. C. Allen “Standard” is an item of reputation. . . pre-sold 
for you through continuous and intensive national advertising of the R. C. Allen name. It always 
pays to sell the best. 

Write today for complete information. 


R.C.Allen Business Machines, Inc. 


679 Front Avenue, N. W., Grand Rapids, Mich. 
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In a rather severe test in a poorly venti- 
lated lavatory of an office occupied by 
25 persons but planned for not more 
than 10, the air quality was improved 
very noticeably. Design is extremely 
simple, consisting of two metal canisters 
containing 3 lbs. of activated carbon, and 
a quiet 3,000 rpm motor-blower which 
circulates the air at the rate of 60 eu. ft. 
per minute. In a room measuring 1,000 
cu. ft. this would mean that all the air 
in the space is completely purified 3% 
times an hour. Unit’s overall length is 
18” and it may be fastened at any con- 
venient spot. It uses no more elec- 
tricity than a small light bulb.  Illus- 
trated literature from above address. 





INTERCOM STAFF UNIT 


Executone, Ine., 415 Lexington Ave., 
New York 17, N. Y., announces develop- 
ment of an intercom staff station in- ; 
corporating a privacy lamp that permits . 


wy _ 
the user to answer calls from across the | |: 
room and at the same time enjoy protec- | |: ( ° : 
tion from eavesdropping. Heretofore, a | L4C0 : 
: 4 
Accounting Board 


Multi-Rite, the new accounting system) 
reduces bookkeeping costs by 66%. : 


Eliminates Individual] Postings. 
One writing completes your payrol 
. + « giving entries on journal, indi 
vidual earnings record and pay state~ 
ment or check. Transcribing errors” 
are eliminated. ; 


Speeds Up A/C Receivable 
Accounting. 


The entries on ledger cardy 
journal and statement are made 
simultaneously. Statements are 
ready for mailing at the close of 
any period. 
Multi-Rite gives 24 more bene- 
fits for 14 the cost. 








staff station was either the remote type 5 : 
providing across-the-room reply, or the Write for literature today. 


privacy type where no one could eaves- 7 

drop on conversations in the office but | 7 

where the staff had to be operated | h 

manually before the reply could be made. | THE €. EB. i ep al co. 
Lo 


This exclusive development now com- | 44.03 21st Street ng Island City, N. Y. 
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PLS De TS WARREN OS 


“DEALER'S CHOICE” 
BUILDING BUSINESS 


sport 


GRAYTONE MODELS 


Electric Printing Calculator 
9-Column Totals up to 9,999,999.99 


MODEL B192 


Hand-Operated Printing Calculator 
9-Column Totals up to 9,999,999.99 





Some territories now 
open for exclusive as- 
signment. If interested in 
securing an exclusive 
and profitable agency, 
write for full information. 


EXCLUSIVE 
SALES 
AGENCY 
PLAN! 














BARRETT ADDING MACHINE DIVISION 


¢ Lanston Monotype Machine Company 
24th and Locust Sts., Philadelphia 3, Pa., U.S.A. 





bines across-the-room reply and freedom 
from eavesdropping in the same staff 
station. The user can be at the far side 
of the room, 20 or 30 ft. away from the 
station, and hear and reply to all incom- 
ing calls without approaching the station. 
He is protected against eavesdropping 
because the instant a master station 
opens the line to call the staff, a plainly 
visible red lamp on the lower lefthand 
front corner of the staff station, illumi- 
nates to notify the user that the line is 
open. The combination of across-the-room 
reply with privacy protection saves em- 
ployee-time by keeping personnel at their 
work and provides freedom from eaves- 
dropping. This staff station is 644” high, 
6” wide, and 344”"deep at the base. Of 
sturdy, die-cast metal structure, it is 
finished in attractive harmonizing metal- 
ustre bronze. Further information can 
be had by writing manufacturer. 


PHONE SILENCER 


Hush-A-Phone Corp., Room 710, 65 
Madison Ave., New York 16, N. Y., offers 
dealers on free loan a 17” x 24” display 


WHICH Phone Problem. 
IS YOURS? 


Privacy - Office Quiet - Better Hearing | 


HUSH-A-PHONE SOLVES THESE 3 PROBLEMS ' 


1 THE HOME: You con sath with pri- 
vecy. ond wirhest dis ethers, or 
they yeu — heor better midst noise of 
odie, conversation or “Wheepes 


PRICE 


$1Q)% 
ASK FOR DEMONSTRATION: 


card showing an actual telephone 
equipped with a Hush-A-Phone. This dis- 
play is a stopper because it shows exactly 


PHONE 
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HE new mailMaster saves precious time 

and money for anyone using the mails. 
Ideal for any office—doctors, lawyers, retail- 
ers, secretaries. Speeds movement of incoming 
and outgoing mail. Eliminates use of separate 
opening, sealing and stamping units. Protects 
postage. 

It’s easy to operate. To open envelopes, 
simply insert the envelope in the machine, 
press down a lever and zip . . . it’s opened! To 
seal envelopes uniformly and thoroughly, en- 
velope flap is drawn across a convenient re- 
cessed table-type sealer. To affir postage, 
simply press down on the plunger and a stamp 
is automatically and securely affixed. Holds 
500 stamps. 

All-steel construction. Soft gray wrinkle 
finish with chrome trim. Dimensions: 7” 
square; 814” high. Weight 61 lbs. 

Available at Commercial Controls offices in 
principal cities—listed in telephone directories. 
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Only *SP ra 


MAIL THIS COUPON NOW! 


r COMMERCIAL CONTROLS CORPORATION 1 
Dept. 0-71, Rochester 2, N. Y. 


0 Send literature and name of my nearest 
representative. 

0) We would like a demonstration. 

D Send —___._ mailMasters and bill us. 


($59.50 each, plus federal and local 
taxes F.O.B. Rochester). 


NAME 
FIRM. 

ADDRESS 
BUSINESS 


Nase ce nana csc ere sr ens es em i well 
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NEW! Reinforced File Folder Tab Labels 


Here’s why you should use 
Dennison Reinforced File Folder Tab Labels: 





@ Make worn folders as good as new. ®@ 8 colors for easy subject classification. 
@ Reinforce new folder tabs while labeling. @ Fit all 14 cut folders. 

@ Form a triple strength tab for long wear. @ No ridges to catch on papers. 

@ Ready to use in easy-to-type strips. 


Order a supply of Dennison Reinforced 
File Folder Tab Labels from your 
stationer today. 


Semuninow 
For free samples, write Dennison, 
Dept. TO, Framingham, Mass. 








A BETTER MOTOR MEANS A 
BETTER BUSINESS MACHINE 


Lamb Electric Motors are specially designed for a 
particular device. This gives each motor the electrical 
and mechanical characteristics best suited for the appli- 
cation. In a business machine this special engineering 
provides compactness, light weight, and dependability. 


THE LAMB ELECTRIC COMPANY «¢ KENT, OHIO 


Lomb Electric 


rractionat Horserower MOTORS 
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how the Hush-A-Phone fits the handset 
phone and rests on the cradle. The tele- 
phone instrument can be picked up and 
talked into to simulate a conversation 
and demonstrate Hush-A-Phone’s voice 
privacy for office quiet and better hear- 
ing. 


OFFSET POWDER SPRAY 


Michael Lith Co., 141 West 45th St., 
New York 19, N. Y., announces the Anti- 
Offset Jobmaster which costs less than 


| 
| 
\ 
1 
H 


$50 and sprays very fine dry powder to 
make an invisible coating on every sheet 
that comes out of a Multilith or David- 


ADDING MACHINE PARTS 


Serving Dealers for 20 Years 
Write for Our Cataloa 
TTT eeemmmemeeeer (7111111 
I. A. DEH N, J R. 


The Pioneer Add 
ADDING MACHINE PARTS EXCLUSIVELY 


P, O. Box 144, Elmhurst Station, 
Oakland 3, Calif. 


ng Machine P 
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A GENTLE SQUEEZE... 
AND IT FLOWS WITH EASE 





SCORES 
-S)AGAIN! 








AN EXCELLENT 
NEW INK IN A 
STRIKING NEW 


Package ! 


DRI-RITE BLACK 
DUPLICATING 
... it’s another 
new product by 


Canode 





THE FINEST 
RESULTS ARE 
OBTAINABLE 
WITH DRI-RITE 
BLACK INK. 

1. No slip sheet- 
ing on any 
mimeo bond. 

2. No slip sheet- 
ing on some rag 
stock. 

3. Extra black 
copy. 

4. Laboratory 
controlled, 

5. Does not de- 
stroy any  sten- 
cils. 

6. No clogging 
in the pad. 

7. For open or 
closed drums. 

8. Will not hard- 
en in the cylin- 
der. 

9. Climate proof. 
10. Canode Dri- 
Rite Duplicating 
Ink guaranteed 
as above. 








The advantages of this 8 
oz. Squeeze-it plastic 
bottle are many. 


Almost every drop of ink 
can be removed in a flash. 
This is not possible with 
other type containers, 


Shipping weight is less, 
and of course the Squeeze- 
It bottle can not be 
broken or dented. 


The Squeeze-it bottle is 
translucent making a 
beautiful display of col- 
ored inks and also blacks. 


The Squeeze-it bottle is 
available with 4 Canode 
products: Rapid Dry Red, 
Blue and Green, and the 
new Dri-Rite Black. 


Conode 


PRODUCTS BY 


INK SPECIALTIES 
CO. INC. 


523 N. Halsted S+., 
Chicago 22, til. 











MANUFACTURERS 
... EXPORTERS 


Plan Now To Increase 
Your Export Sales 
By Advertising in 
The 1951 Issue of 


Office 
Equipment 
xporter 


Overseas buyers approve American of- 
fice equipment and supplies—have more 
DOLLARS to spend for imported mer- 
chandise. Remember OFFICE EQUIP- 
MENT EXPORTER is an annual pub- 
lication. Your one advertisement is kept 
by every known importer and dealer in 
office equipment and stationery for AN 
ENTIRE YEAR! Write for advertis- 
ing rates and full information. 


OFFICE PUBLICATIONS CO. 
270 Madison Avenue, New York 16 
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son duplicator. The powder keeps the 
sheets separated from each other to pre- 
vent offsetting, thus permitting the mua- 
chine to run coated and card stock, pre- 
viously difficult to handle successfully. 
The device has no moving parts and is 
easily attached to Multilith and David- 
son duplicators. The Jobmaster permits 
the office machines to obtain a better ink 
coverage and to reduce the amount of 
paper spoiled. Unlike larger spray guns 
used by printers and lithographers, it 
cannot clog because of the dry powder 
system used. A demonstration or de- 
scriptive literature may be obtained from 
above address. 


POSTING TRAYS, STANDS 


Posting Equipment Corp., 777 Hertel 
Ave., Buffalo 7, N. Y., announces a com- 
plete line of posting trays and stands for 


wes =) 


machine bookkeeping. Trays are auto- 
matic with all operations controlled by 
three buttons within fingertip reach of 
the operator. This allows the operator to 
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e 
Over typesetting deadlines? 
IT’S NEVER TOO LATE 
... with FOTOTYPE. When you’re caught in that 
last- minute deadline rush, just call your FOTO- 
TYPE kit to the rescue. It’s the speedy, modern 
solution to typesetting troubles. You, or anyone in 
your office, can set FOTOTYPE as fast as 15 char- 


acters per minute. Saves hours, dollars and nerves. 
Free catalog. No type used in this ad! 


1423 ROSCOE ST. CHICAGO 13, ILL. 





QA-—-aPZO4cPyP 


A 
U 
T 
.°) 
M 
A 
T 

i 
Cc 


NEW, LARGER, JOGGER! 


New Model A-7 Jogger has a ONLY 
deck size of 15 x 12 in. and power $4995 


to jog more than a ream of paper 
at a time. Extremely flexible and 
durable. Pays for itself quickly in mail, duplicat- 
ing and file rooms; in printeries and binderies, 
etc, Automatic switch is adjustable for from few 


sheets to a full ream. 
er A-5—'/o ream capacity—Deck 12 x 10— 


MobeL A-10—Rheostat-controlled action, foot switch. 
Deck Size 20 x 15—$69.95. 


oe olRe, 
oS “e 
= MAGIC CIRCLE MANUFACTURING CORP. 


. 
“eq o* 6136 E. Admiral Place 
Tulsa 8, Oklahoma 
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PAPER MASTER PLATES 
for OFFSET DUPLICATING 


. « » The modern easy way to prepare perfect 
master plates for every type of offset duplli- 
cator. 








Available in cut sheets, continuous forms, snap- 
out sets, teletype rolls or for any office systems 
machine. 


R e Pp L { Cc A PRODUCTS 
CORPORATION 

Manufacturers of Offset Duplicating Supplies 

154 NASSAU STREET, NEW YORK 38, N. Y- 





© WON'T TIP OVER 


STANDS 


SHOWN: NEW MARCHANT Figuremaste 
ON A TUSCO STAND. 


TUBULAR SPECIALTY MFG. CO. . 


1940 Stanley Ave 





Detroit 8, Mich 
ESTABLISHED 192] 











” 


YOUR CUSTOMERS will be 


MORE en 


~ 
z 





by documents, papers and 
checks protected by 


Schlegel PULL 


FASTENERS 


NYUlaet-S 10) mt (ole ia\-Mi allo) el-1 al efelate 


@ ADDED TOUCH that’s “good 
business” . . . Schlegel PULL FAS- 
TENERS make every packet of busi- 
ness papers look valuable, official 
..+ look “cared-for” ... help win 
respect for you, your company, 
and the papers. 


PLUS 
NO BREAKING! NO TEARING! NO SLIPPING! 
Strong ... durable... quickly, fully 
adjustable . . . flat cloth tape... . 
Schlegel PULL FASTENERS hold 
papers firmly while you carry them, 
or for a lifetime in your files. 


WRITE! Descriptive folder with 
prices and sizes mailed promptly. 


Schlege 


382 N. Goodman St., Rochester 7, N. Y. 


MANUFACTURING 
COMPANY 
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remain seated during set-up and through- 
out entire posting operation. Trays have 
drop side for stuffing and offsetting. 
Trays are made to accommodate sheets 
from 5” x 8” to 12” x 12” with locking 
hoods for all sizes. This firm also offers 
three posting stands: a basic skeleton 
stand, a fully enclosed stand with door 
and lock, and a stand with filing drawer 
—all with adjustable or fixed legs. LIllus- 
trated literature on the complete line 
from above address. 


TELEPHONE RECORDER 


Magnetic Recording Industries, 30 
Broad St., New York 4, N. Y., offers the 
Series 500 Magnetic Memory Tape Re- 
corder which allows 4 or 8 hours con- 
tinuous, unattended recording on stand- 


ard 4” magnetic tape. It has two auto- 
matic drives and amplifiers to allow 
several seconds overlap, and automatic 
Each drive and amplifier 
serves as automatic standby for the 
other and takes over automatically in 
ease of tape breaking or other failure. 


switchovers. 
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An electric warning buzzer and flashing 
light indicates an error in loading, tape 
breakage, or that a new tape should 
be loaded. Compressor circuit reduces 
level differences between incoming and 
outgoing signals and has variable ad- 
justment. All operational controls are 
mounted on a remote panel at a distance 
from the recorder. The recorder starts 
at signal (voice, etc.) of predetermined 
intensity and operates throughout de- 
sired conversation, stopping automati- 
eally several seconds after signal has 
stopped. Literature from above address. 


FILING SUPPLIES 
Cel-U-Dex Corp., 
1, N. Y., offers their latest 1951 catalog, 
printed in two colors, showing all stock 
items and several new items in the Cel- 
U-Dex line of filing supplies. Reference 
has been simplified through product 
grouping and a keyed index. Uniformity 
of page layout, clear copy and explana- 
tory drawings aid the dealer-user. A 
copy of this catalog can be had from 
above address, 


Wage Controls 


(Continued from page 54) 


ments for individual office employees. 
Among these permissible are merit and 
length-of-service increases, including 
increases due to promotions or trans- 
fers, and the establishment of rates for 
new or changed jobs thereof. 

General wage regulation No. 6 in- 
cludes: Definitions under this regula- 
tion, as for example, (a) base pay 
period; (b) appropriate employee unit: 
(c) wage and salary levels; (d) general 
inereases in wages and salaries; (e) 
other compensation and; (f) proration. 
Further, it provides that: “in rare and 
unusual cases where the critical needs of 
essential civilian or defense production 
require it, the Wage Stabilization Board 
will consider the approval or authoriza- 
tion of increases in wages, salaries, and 
other compensation greater in amount 
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Amazing INK-PEN-CIL 


by UTISHIR 


@ Feels like a pencil 
© Writes as easily 
as a pencil 


35c LIST 


NOW WITH 
DURILIUM 
POINT! 


Approved for Checks & D ts 
FISHER PEN COMPANY 
757 wescins bac omeege a i. 








1 Main St., Brooklyn » 





Compete i Line 
Canvas 4 
Leather 

Mail Bags for 


BOOKKEEPING 


MACHINES 


CALCULATORS 
TYPEWRITERS 


ALL MAKES, Used and Rebuilt 
Mail or Cable us your enquiries. We guar- 
antee prompt personal attention, lowest 
prices and absolutely reliable service. 


119 LAFAYETTE STREET 
NEW YORK 13, WN. Y. 
Cables: “ERGIBIAN."’ Telephone: REctor 2-6580 








CASH REGISTER 


ILLIN 














Writemaster wis 
...@ Secretary's Dream 


More and more Secretaries who typewrite 
master duplicating units, are learning that 
WRITEMASTER is the master of them all. 


Because WRITEMASTER is so clean and 
easy to handle 
Keeps platen 
clean. Erasing is 
easy — you don’t 
have to retype the 
whole unit. Pro- 
duces sharp, bril- 
liant, enduring 
copies. The 4th 
part (most units 
come in 3) pre- 
vents bleeding 
and offsetting 
from one unit to 
the next while stored in the box. Can be used 
as backing sheet to make sharper masters. 


If your Dealer can’t supply you with sam- 
ples to test in your own office, write to us. 


PEERLESS IMPERIAL CO., Inc. 


General Office and Factory: 

28 Peerless Place, Newark 5, New Jersey 
N.Y. Office: 7, 321 B'way © Chicago 2, 179 W. Washington St. 
Detroit 18, 37 Linden St., River Rouge, Michigan 





than those specified in seetion 2 (defi- 
nitions under this regulation) hereof. 
Such eases will be limited to those situa- 
tions where there are serious manpower 
shortages and in which other govern- 
mental agencies concerned with produc- 
tion and manpower problems certify to 
the board that a concerted program has 
been undertaken to remedy the short- 
ages and that an increase in wages, 
salaries, or other compensation is indis- 
pensable to attract required labor or to 
retain it in essential or defense indus- 
tries or plant.” Applications under this 
section may be submitted to the nearest 
office of the Wage and Hour Division on 
forms provided for that purpose. 

Form WS-6a must be filled out where 
inereases are made under sections 1, 2, 
and 3 of general wage regulation 6 of 
WSB. Adjustments in wage and salary 
levels and in other compensation which 
conform to the policy laid down in sec- 
tions 1 and 2 of the regulation may be 
placed in effect without prior board au- 
thorization. However, no such increase 
is deemed permissible unless appropri- 
ate written reports are filed with the 
nearest Wage-Hour office within 10 
days after the increases are made effec- 
tive according to government reports. 
Reports covering executive, administra- 
tive professional and sales office em- 
ployees are to be filed directly with 
WSB. Office employees may receive 








immediate wage payment coming under 
the 10% rule but not beyond that limit, 
under General Regulation 6. 

The wage stabilization program con- 
tinues to be a conspicuous part in the 
employer-employee relationship in of- 
fices, and the rules should be thoroughly 
understood to preclude possible costly 
violations. Office executives should keep 
statements of facts to support claims. 
Also, have a record of the rates or rate 
ranges in effect for each office job and 


an explanation of how the so-called 
schedule was determined. In any event, 
File Form WS for a ruling from the 
Wage-Hour Division for protective pur- 
poses, (See pages 49, 50, 51.) 

Office executives have gone along 
with wage-hour inspectors in determin- 
ing whether they are paying enough 
wages under the Fair Labor Standards 
Act. Now, they must be concerned if 
they are paying too much under the 
Wage Stabilization Board’s rules. 





‘Quick Shave... no waiting! 


Insert an envelope under the guide roller . . . in, out, 
and it’s opened! Any kind of an envelope, lightest 
onionskin or heaviest kraft, any size and any thickness! 
The merest touch against the guarded cutting shaft gives 
the edge a hairline trim, without cutting the contents, 

This new electric Model LE is the most versatile 
envelope opener made, the most widely useful .. . Saves 
time, effort, temper, makes the morning mail available 
earlier ...Precision-built to PB’s postage meter standards. 
Ask the nearest PB office to show you the full line of 
hand and electric models, or write for free folder... 
PITNEY-BOWES, Inc.,3478 Pacific St., Stamford, Conn. 


PITNEY-BOWES 


MAILOPENER 
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AMA Reelects Conarroe 


American Man- 
agement Assn. an- 
nounced the _ elec- 
tion of James D. 
Wise, president, 
Bigelow-Sanford 
Carpet Co., New 
York, to the newly 
created post of vice 
president for the 
General Manage- 
ment Division. E. 
H. Conarroe, as- 
sociate manager, Policyholders Service 
Bureau, Metropolitan Life Insurance Co., 
New York, was reelected vice president 
of the Office Management Division. 


E. H. Conarroe 


SPAA Officers 


A. L. Mettler, 
manager of systems 
and procedures di- 
vision, Electric 
Storage Battery 
Co., Philadelphia, 
was elected presi- 
dent of the Systems 
& Procedures Assn. 
of America. The 
board of directors 
also elected to na- 
tional offices John 
W. Haslett, Shell Oil Co., New York, 
vice president; James Thomson, U. S. 
Steel Co., Pittsburgh, treasurer, and John 
H. Penny, Baltimore & Ohio Railroad, 
Baltimore, secretary. 

Regional members of the board of di- 
rectors are: J. R. Crowley, U. S. Gypsum 
Co., Chicago; J. R. McCabe, U. 8. Bureau 
of Reclamation, Denver; W. P. Hare, 
King Seeley Corp., Detroit; J. U. Witt, 


A. L. Mettler 
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aida 


/Fuled for late fall in San Franciseo or Los 


Union Oil Co., Los Angeles; R. F. Fuhr- 
man, Falk Corp., Milwaukee; E. E. Klein, 
Gulf Oil Corp., New York; R. F. Per- 
dunn, Merck & Co., Rahway, N. J., C. E. 
Noll, Matson Navigation Co., San Fran- 
cisco; R. M. Blake, Canadian General 
Electric Co., Toronto. 

Plans were announced for the 4th Na- 
tional Systems Meeting in Chicago’s 
Hotel Sheraton, Oct. 10-12. The meeting 
will be open to the public and association 
officials expect more than 1,000 to attend. 
A similar West Coast meeting is sched- 


Angeles. 
Win NACA Awards 


In recognition of the most outstanding 
contributions made to the literature of 
industrial accounting during the past 
year, the National Assn. of Cost Ac- 
countants presented the Lybrand Award 
Gold Medal to Frank Z. Oles, supervisor 
of budgets and reports, Davison Chemical 
Corp., Baltimore, and the Lybrand Award 
Silver Medal to I. Wayne Keller, assist- 
ant controller, Armstrong Cork Co., Lan- 
easter, Pa. 


Hiring Headaches Ahead 


Because of the defense program, de- 
mand for workers has risen sharply in 
the last eight months, according to the 
Dept. of Labor’s Bureau of Labor Sta- 
tistics. Total number of employees in 
non-agricultural jobs increased by 14 
million between June 1950 and Jan. 
1951 while unemployment dropped. 
More people were employed last winter 
than in any previous winter in history. 
The bureau states it will be relatively 
easy to get clerical positions in the near 
future. The strong competition for jobs 
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F NOW Furnished with headings 
——— printed to your specifications ... 
at remarkably low cost to you 


© Made of high rag content substance 28 green tint ledger stock. 

@ Pen ruled and green edged @ Eliminates eye strain and eye glare. . 

© Excellent writing surface @ Will withstand erasures © Headings are printed to i 
your specifications—a real time-saving feature. 


ALL SHEETS PUNCHED .TO re ee 
100 


a us aa isa You eyith order ated fev dings to 
sheets yout one 


4" x V7" * vor samples and 


df 
1" x 14" Sent il or articular’ 
Ht 2 iF 











“CK S‘-K FORMS COMPANY 


tza% 309 WALNUT STREET - PHILADELPHIA 6, PA. 
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thrice welcome ! 


. is the man who delivers the calculator on 
which multiplication is Easier and Faster, with 
Positive Accuracy Control. That means 
Marchant, the only calculator with Push-Button™ 
Multiplication, available on both the 
Figuremaster and the low-cost 
Figurematic. Since more than half of all 
calculator work is multiplication, the 
entire office welcomes the calculator 
that saves one step in every 
multiplication problem. The Marchant 
man in your phone book will 
prove this by a demonstration in 
your office. Call him today. 


(NEW AUTOMATIC LINE-UP 
SPEEDS DIVISION. Touch of 
new Division Control automatically 
lines-up dividend and divisor as 
division begins 


» 
Mail this Coupon with your business letterhead to get our free } M 
GUIDE TO MODERN FIGURING METHODS 

ILLUSTRATED BOOKLET ABOUT MARCHANT CALCULATORS oi 
MARCHANT CALCULATING MACHINE COMPANY: 


OAKLAND 6B, CALIFORNIA 02 


® PUSH-BUTTON MULTIPLICATION 
“Touch of a key in this row enters 
multiplier digit POSITIVELY. . . car- 
riage shifts AUTOMATICALLY... 
answer appears SIMULTANEOUSLY 


AMERICA'S FIRST 
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Wide World Photo 

Dr. Irene Place of the University of Michigan, 

who heads the Institute for Certifying Secre- 

taries, dictating to secretary Marie Dohring. 

First Certified Professional Secretarv exami- 
nations will be held next month. 


which existed in many clerical occupa- 
tions in the first half of 1950 is being 
reduced quickly. Employers are again 
faced with the problem of high labor 
turnover rates, as relatively low-paid 
office workers move into better-paying 
jobs. Opportunities for new high-school 
graduates will be much better this vear 
than last. Well-trained stenographers and 
typists are and will continue to be in 
great demand. The surplus of new 
graduates in accounting which existed 
early last summer has been much re- 
duced. Private industry has recruited 
many accounting graduates to handle 
increased industrial accounting work 
arising from the changeover from civilian 
to military production, as well as to 
fill junior administrative posts. There 
has been a particularly rapid increase 
in the demand for cost accountants, and 
opportunities for graduates with such 
training should be good. The long-run 
outlook is for continued slow growth 
in the profession as a whole. 


OEANY Officers 


Homer Harrison, Kenneth H. Ripnen 
Co., newly elected president of the Office 
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Executives Assn. of New York, an- 
nounced the election by the board of di- 
rectors of five vice presidents. The edu- 
cation division will be headed by Thomas 
J. White, Employer’s Mutual Liability 
Insurance Co. of Wisconsin. Leta J. 
Stroben, Globe-Wernicke Co., was elected 
vice president in charge of public rela- 
tions. Elles M. Derby, Metropolitan Life 
Insurance Co., is vice president in charge 
of research and study. Earl G. Bunce, 
General Dyestuff Corp., is vice president 
in charge of programs and meetings. A. 
T. Ruf, Ebaseo Services, Inc., is vice 
president in charge of membership. R. 
Fay Pangburn, Dorr, Hammond, Hand & 
Dawson, was appointed assistant treas- 
urer and Jean Vollmer was appointed 
assistant secretary of the chapter. 





National Conference 
& Exhibit Calendar 


National Secretaries Assn. Shamrock 
Hotel, Houston, July 18-21. 

National Stationery & Office Equipment 
Assn., Stevens Hotel, Chicago, Sept 
22-27. 

Life Office Management Assn., 
water Beach Hotel, Chicago, 
24-26. 

Controllers Institute. Waldorf-Astoria 
Hotel, New York, Sept. 30-Oct. 3. 

American Institute of Accountants, Chal- 
fonte-Haddon Hall, Atlantie City, Oct. | 
7-11. 

Systems & Procedures Assn. of America, 
Sheraton Hotel, Chicago, Oct. 10-12. 
Institute of Internal Auditors, Roosevelt 

Hotel, New York, Oct. 14-16. 

Canadian Office Equipment Dealers Assn., 
Chateau Frontenac, Quebec, Oct. 19-20. 

National Institute of Governmental Pur- 
chasing, Shoreham Hotel, Washington, 
Oct. 21-24. 

National Assn. of Bank Auditors & Con- 
trollers, Roosevelt Hotel, New Orleans, 
Oct. 22-25. 

National Business Show, Grand Central 
Palace, New York, Oct. 22-27. 


Edge- 
Sept. 





INKED 
| RIBBONS 


TYPEWRITER @ TABULATING 
ADDRESSOGRAPH e@ TIME STAMP 
BOOKKEEPING MACH. e@ ADDING MACH. 
CARBON PAPERS 


TYPEWRITER @ BILLING 
FAN-FOLD e@ PENCIL 
CARBON JACKETS e@ REGISTER ROLLS 


HECTOGRAPH SUPPLIES 


CARBONS e MASTER UNITS 
RIBBONS. e@ DUPLICATING FLUID 
HAND-CLEAN CREAM @ CORRECTION PENCILS 


OY A YOU 
{NCREASED VALUE ‘ 


Codo- \ MFG. CORP. 


Factory: Coraopolis, Pa 


564 W. Monroe St 401 Wood St 270 Lafayette St 
Chicago 6, Wl Pittsburgh 22, Pa New York 12, N.Y 


A Modern Office 


(Continued from page 43) 


multiplied into importance all around 
us. One universal exhibit is the busi- 
ness form. We draft a form for a par- 
ticular purpose. This may appear to 
have no more significance than any other 
trivia of the office. Then we send it to 
the printer with an order for 10,000 
copies. It costs money when we con- 
sider paper and printing. For every 
dollar we spend on this we are really 
planning to spend anywhere from $10 to 
$20 for each form in use. These 10,000 
forms are filled in, transmit information, 
and are referred to for decisions. It is 
now not a form so much as the center 
of 10,000 group actions. The way the 
form is planned and designed standard- 
izes the actions; everything good, bad, 
or useless is multiplied 10,000 times. 

To go back to the single draft that 
started these 10,000 group actions, it 
bears no resemblance to trivia and we 
cannot separate the form and clerical 
labor any more. Here is an item that 
was placed here because there happened 
to be room on the form. Here are a 
group of items not arranged in the se- 
quence in which they will be checked or 
posted to or from some other form. Per- 
haps we have never thought that all 
the items should register on a machine 
for rapid operation. Once we found on a 
test that an operator could type 11 
characters while she was trying to find 
a space for entry without the tabulator 
stop. These things happen frequently 
and all are multiplied when the form is 
put to use. 


From a slow beginning, office manage- 
ment has expanded rapidly in recent 
years. For instance, we have become col- 
or conscious in the last few years. Some 
time ago I saw a new machine uncovered 
to the public with some acclaim. There 
were a few new attractive gadgets on 
it but the major changes were in stream- 
lined design and color. A gleaming 
black machine had given place to light 
gray crackle finish, more attractive to 
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“Quality above Comparison”’ 


Smead’s is a “A Quality Line”’ 
made by craftsmen 
When you open a Smead package 
you can depend on the Best 
8 


THE SMEAD MANUFACTURING CO., INC. 
HASTINGS, MINNESOTA LOGAN, OHIO 


THE LOT 


NE OFFICE TYPEWRITER 


LIGHT in weight! 
LIGHT in touch! 


FAST typing with a 
minimum of effort. 
QUIET typing, for 
greater efficiency. 
CLEAR typing at high 


speed, for easy read- “a —ee 


ing. HANDY typing Available’ ‘ e—_— Western Germany 


controls, for increased Hy te My readable carbon copies on this 

ull keyboard machine with its 88 characters in 

output. ALL on the choice of 3 type styles. Beautifully designed in 

great new Olympia— claret, black or olive finish. Precision-built for 

the portable that cives ) heavy duty typing. Write for illustrated litera- 
P 9g ture today. 


office machine per- INTER-CONTINENTAL TRADING CORP, 
formance. 90 WEST STREET, NEW YORK 6, N. Y. 
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. Consecutive 

. Duplicate 

. Triplicate 

. Quadruplicate 
. Repeat 


MODEL 110 
5 WHELLS NOT A ‘51 MODEL. 


‘ . but a ten year old Se 
12345 78 Modernized with VON'S SNUG- 
Sentai Seieinatinn FIT SIDE PANELS! Will fit all nar- 

WRITE FOR row base Model 72's and 78's. 


DETAILS Never has so little done so much 
to help sell this great line cf ma- 


AMERICAN NUMBERING. MACHINE CO, fl iialiadeadiaea 
ATLANTIC AND SHEPHERD AVENUES VON SOOSTEN & CO. 


tages: cable csaly 804 PINE ST., ST. LOUIS 1, MO. 


Branch—i05 W. MADISON ST.. CHICAGO 

















Can you sell 
office duplicating supplies ? 


If you are a go-getter, if you have had experience in selling office 


supplies to consumers, if you own a serviceable car—then we'd 





like to know you. One of the nation's largest manufacturers of 
supplies for stencil, spirit and offset duplicating has openings in 
many areas of the United States for hard-hitting salesmen to 
represent our products on an exclusive basis. Sell yourself in your 
first letter—all replies confidential, of course. Reply to Box 751, 
The Office Magazine, 270 Madison Avenue, New York 16, N. Y. 
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the typist and without glare in her eyes. 
The advertising leaflet placed this new 
machine in surroundings of light colors. 


Color consciousness has no objective 
primarily in paternalism. It is not to 
produce an atmosphere of kindliness for 
employees nor to give them something 
before they ask for it by group action. 
Primarily color, and the other aspects of 
environmental conditions, have utility. 
They are not a cause but an effect and 
result from something else. 


We have become interested in seeing 
conditions in the office. We have raised 
our levels of illumination everywhere 
and adapted standards of footeandles 
for difficult seeing tasks. Then to our 
surprise we have received the criticism 
of too much light, too much brightness. 
Where we raised the levels of lighting 
we also increased the light on all bright 
objects and increased the contrasts be- 
tween lights and shadows. For example, 
the contrast between white paper on 
which the employee works and the al- 
most black surface of the average desk 
on which the paper rests. As he works 
all day long, his eye is focused on black 
and white and the result is eyestrain. 
With high levels of illumination, cover 
tne top of the dark desk with wrapping 
paper and check the results after a few 
days. In many experiments I have ob- 
served, eyestrain is relieved. 

This condition started the trend to 
light colors in desks, files, equipment 
and wall coverings. You can’t change all 
your desks to meet this situation. Many 
companies are changing desk tops to 
mist green linoleum. A common prac- 
tical assistance is to use a light-colored 
desk blotter as a background for the 
paper. 

Much the same story of increased 
interest could be told of aeousties, wall 
colors, ventilation, heating, and music 
to dispel monotony. And surely we 
have become more conscious of design 
and layout. Today we think first of 
adapting the equipment and layout to 
the operator and not the operator to the 
equipment. 

The past has often given us the man- 
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WHEN YOU BUY OFFICE FURNITURE 
Specity Desks by unngoeeniall 


ASK YOUR DEALER 


Imperial 


DESK CO. 
Evansville, Indiana 





3 PHON 





Deseudati: AUTOCOPY 
DUPLICATOR PRODUCTS 


aud SUPPLIES 

FOR STENCIL, 

GELATIN and 
LIQUID PROCESSES 


AUTOCOPY, INCORPORATED 


46€ WEST SUPERIOR CHICAGO 10 ILLINOE 
8 WEST 18 STREET NEW YORK 11 N Y 


STENCILS - Parts - Supplies 
AMERICAN ADDRESSING MACHINE CORP. 


510-518 SIXTH AVE NEW YORK 11,N. 17 


PROBLEMS 
SOLVED —— 


1. Safeguarding privacy. 
2. Quieting the office. 
3. Better hearing—anoisy places. 
HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 
65 Madison Ave. 


Room 710 
New York 16 




















| NOW more than ever... 














(Fed. tax & supplies extra) 


Even FASTER, Even EASIER to operate 


New method of mestagiog the handle 
Reduces in half the amount of pressure needed 
to make the printing impression. Actually one 
finger on the handle will produce all the pressure 
needed for an imprint! 


New handle of red plastic 
More comfort to the hand of the operator, with 
improved appearance in the machine. 

New re-designed envelope tray 
Master Tape can now be inserted in the machine 
quicker and easier than ever. 

Remember, only Master Addresser has 
ROLLER MOISTENING—For the best impressions. 
AUTOMATIC TAPE ADVANCEMENT — For easiest, 
fastest operation. 

Sell the complete line. 
MODEL 40-H (foot operated) for high production. 
MODEL 40 DELUXE (shown above) 
MODEL 25 (only $24.50 plus tax and supplies) 
LAB-L-MASTER PRINTER (for addressing ship- 

ping labels and tags) 


Nationally advertised EVERY month 


See our current ads in 
DUN’S REVIEW and ELK’S Magazine. 


NO STENCILS « NO PLATES NO RIBBONS e NO INK 











it pays to be a Master Addresser dealer. 
Write today for full details 


flledliee radoewuee C2 


6500-0 West Lake Street, Minneapolis 16, Minn. 























on-horseback as a success picture. There 
he was, in our fancy, out front with 
galloping hoof marks on everything and 
everybody, brandishing his sword, mak- 
ing a great hullabaloo and razzle-dazzle, 
shouting his orders, red faced with en- 
thusiasm, and all others were expected 
to be one with his supreme egoism. I 
feel sure his followers did not like his 
figure any too well. They must have 
seen a man-on-horseback all right, but 
they saw his in a rear view. 

For the most part as an ideal he has 
galloped over the horizon. Since his 
time we have had many fine executives 
who have shown a better brand of lea- 
dership by their well-knit progressive 
organizations. 

You must agree, however, there are 
influences which develop prima donna 
complexes in office executives. Those 
whose jobs and advancement depend 
upon us. They concur in our decisions 
and wisdom; they anticipate our needs 
before we know them; they shield us 
from annoyances; they say yes in the 
right places, they build us up. They 
even find unusual enjoyment in our 
brand of humor. We should develop a 
sense of balance and sense of humor to 
offset them. We should never .Jllow our- 
selves even in a small way to become as 
someone said of Horace Greeley, “He 
was a self-made man and he worshipped 
his creator.” 

Certainly one of the trends is toward 


SHARP COPY QUICK! 





IMPROVED CARBON RIBBON ATTACHMENT 
feeds any carbon paper ribbon (not 
fabric) without overlapping through 
all typewriters. Wonderful for photo- 
offset; also for Multilith paper or 
metal plates. Only $35.00. Free lite 
erature and Free trial. 


WM. R. BUTLER, 
Box 29 


Forest Park, Ill. 
Phone FOrest 6-1952 
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the employee point of view. There is 
less emphasis on mechanization and 
more emphasis on humanization. “We 
must always remember that business 
exists so that people may live,” says 
Charles Luckman, “People do not live 
in order that business may exist .. . 
It must never be forgotten that the 
people who work in a plant are more 
important than the machine.” 

Who doesn’t give lip service to such 
thoughts nowadays? It is a style of 
thought from every platform. But do 
we have faith in this democratic meth- 
od? With all our disappointments and 
discouragements in individual experi- 
ences, are we still trying to release the 
pent-up energy that is said to reside in 
the dignity of the individual? We have 
made some progress and we keep trying. 

Our personnel divisions keep preach- 
ing the gospel of human relations. Man- 
uals inform employees of our objectives, 
policies, and procedures. Suggestion 
systems invite contributions from those 
who do the work to improve the work 
they do. Employee training orients new 
employees and adds skills to older em- 
ployees. Supervisory training attempts 
to give a broader view of leadership to 
middle management. Meetings with 
employees in group conferences are in- 
creasing everywhere. 

We may be in danger of depending 
wholly on these devices to accomplish 
this objective all alone. After all, the 
devices, good as they may be, are arti- 





Uabroakable ogving Jaws 
clamp them firmly to cards but 
permit removal or rearrangement. 


Large epontngs covered by trans- 
rent pero lin, white, blue, green, yellow, pink, or red. 
Pnsertab labels in perforated strips for typing. 


2 ages P wide and 2”, Tops straight or bent back. 


Seld by lending stationers, U. S. and foreign, or sent 
ppd. to responsible firms on 30 days’ trial. Price list free. 


Samples (5 or less) 2 cents each. 
6,100 used by Georgia Railroad Bank. 
CHAS. C. SMITH, Mfr., Box 728, EXETER, NEB. 
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OpicinarC)ouner 


HANDY CALCULATORS 


“T he machine to count on” 


The following example shows 
simplicity and speed of opera- 


tion. 


ONLY ONE SETTING NECESSARY 
Simply set levers at “68” and 
calculate the answer in 25 sec- 
onds without setting any other 


figures. 


68 units @ $1.75 
15% discount 


$119.00 


101.15 
Less 24%2% for cash .. 2.53 


$ 98.62 


Compare the advantages of this 
sturdy, low-cost, portable, effi- 
cient calculator with any ma- 
chines in the field. Why pay 
more? 


Write for Bulletin QO-73 


Odhner Sales inc. 


IVAN SORVALL, PRES. 
210 FIFTH AVE., NEW YORK 10, N. Y. 


SOLE DISTRIBUTORS FOR U.S.A. 











with the amazing 


an d 


C % y citans 
Ve ut 
\ gh » Z; * Typewriters 


¥ 


Typists and business 
machine operctors watt 
*Norta Plostic Type Cleaner 
~ it's easy to use—no mess 
—no liquids to spill. © Marking Devices, ete, 
*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 


Free somple sent upon request ...write to 


NORTA DISTRIBUTING COMPANY 
1123 Broadway, New York 10, N_Y. 


TEESE TEE EE ESE 
For Top Quality in 
TYPEWRITER RIBBON 
FABRICS 
See 


W. HARRIS THURSTON, Inc. 


Main Office & Cutting Factory & 
Laboratory Warehouse 
54 Worth Street 320 West 68th Street 
New York 13, N. Y. New York 23, N.Y. 


Se ee ee ee ee ee ee ee 
“K-LINE” Self-Locking Posts 


POLISHED ALUMINUM 
Yhe most efficient 
and economical 
binding posts ob- 
tainable for use iné4 
all types of STOR- 
AGE BINDERS. Vari- 
ous lengths, also ex- 
tensions and special 
posts with removable 
heads, are available. 


Prices with full details on request. 


W. R. KLINE CO. 


440—73rd Street Brooklyn 9, N. Y. 


PETE TEE TE EE 


Ge ae ek ee oe oe ee 


etal ade 


: 


. 


ROL-DEX FILES 
FOR SALE 


We wish to dispose of a number of 12 ft., 


6 in. lateral type units for 5 x 8 cards. Two 
rows of trays per file, each row consists of 
four 22 in. trays. In excellent operating con- 
dition. Priced for immediate disposal. If 
interested, contact John J. Mortell, Allstate 
Insurance Co., 3245 West Arthington St., 
Chicago 7, Ill., NEvada 2-3000. 


~vTrrryrefeferfefse'',Y’vyvT,T 








ficial. Unless we have a genuine demo- 
eratic leadership over all, these devices 
may often ring a bit hollow. 

I want to put in a plug for the super- 
visor down under. In office services, he 
is often on a real firing line. He repre- 
sents us in the service. He makes the 
contacts, renders the service and faces 
the complaints. He is rated realistically 
by his public on the quality of his 
service. Far removed from the top, he 
may think of the promotional line as 
a swinging door with “push” on the out- 
side and “pull” on the inside. 

If the executive needs the balance of 
humor to avoid a prima donna com- 
plex, so does many a supervisor need it 
to keep from going off the deep end. Let 
us give them a little personal gfirseal iy 
for it has been written that “big shots 
are only little shots that keep shooting.” 
Subscribe wholeheartedly to this 
thought: “Leading instead of bossing, 
teaching instead of telling, listening 
more, talking and arguing less, more 
frankness, less diplomacy, start with 
trust in place of suspicion, understand- 
ing instead of logic.” I do not know who 
wrote this but he spoke from sound ex- 
perience. 

One thing in office services is more 
important than anything else. You 
can’t have any progressive adaptation 
without it. It underlies any progress in 
your organization. Office management 
must have the understanding, apprecia- 
tion, and backing of top management. If 
top management is indifferent to the 
trends in office management, you will 
make indifferent progress. If top man- 
agement appreciates the importance of 
office management in reducing costs and 
increasing efficiency, you will make 
significant progress. No stream can 
run above its source. 

Understanding, appreciation, and 
backing mean at least that we have a 
clear concept of office services in our 
organization; we have proper respect 
for cumulative value of details; we 
recognize the effect of work conditions; 
we meet the challenge of the demo- 
cratic method and keep trying. 
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IT WILL PAY YOU TO GET OUR PRICES 
THESE TWO POPULAR ITEMS! 


Special Discount to Dealers 


Visible Record-Control 
Filing Equipment 
All Metal 
Reconditioned 
Practically 
= Brand New 
= bd 
= Standard Makes: 
Remington Rand Kardex, 
Acme Insite Files, Ledger Ledger Posting Trays 
Trays, Tubular Index Sys- All Metal 
tems and others. Various Reconditioned Like New! 
card sizes: 3”x5” and up to 
10"x15". Also, different Made by Library Bureau, 
drawer capacities. Wilson-Jones, Tatum, etc. 


Lh iT) g. 546 BROADWAY  V2rious sizes and styles for 
f all accounting purposes 
(Nr. Spring St.) N.Y. 12 (Insulated and Regular). 


EST. 1876 CAnal 6-0350 


ry POUL! 
wall spRS 
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Heads Vari-Typer 


Stuart P. Coxhead 
will head the Ralph 
C. Coxhead Corp., 
makers of Vari- 
Typer, in the ca- 
pacity of president. 
He succeeds his 
brother, the late 
Ralph C. Coxhead, 
who founded the 
organization and 
was its chairman of 
the board until his 
sudden death last February. The brothers 
were lifelong associates in business and 
plans for the organization under Stuart 
Coxhead call for an expansion of the 
company’s manufacturing and merchan- 
dising policies with the same objectives 
outlined by the late founder. 


Stuart P. Coxhead 


Canadian Dealers Convention 


The Canadian Office Machine Dealers 
Assn., under presidency of Ernest L. 
Maag, will hold its annual national con- 
vention at Chateau Frontenac, Quebec, 
Oct. 19-20. American dealers wishing to 
attend may write Mr. Maag at 1040 Sun 
Life Bldg., Montreal. 


NSOEA Exhibit Charge 


To sereen attendance at its annual ex- 
hibit in Chicago, Sept. 22-27, the Na- 
tional Stationery & Office Equipment 
Assn. will charge non-members $2.50 for 
a day’s admittance and representatives 
of members, $1. This is necessary be- 
cause the great attendance of non-mem- 
bers and the curious jammed booths and 
made it difficult for member-dealers to 
talk to exhibitors. 


122 


M&V Executives 


J. A. Campbell, general manager, Mit- 
tag & Volger, Inc., manufacturer of car- 
bon papers and inked ribbons, announced 
the following appointments. Paul Foster, 
general sales manager, has been ap- 
pointed assistant to the general manager 
where he will offer the benefit of his 
many years experience to the further de- 


Clifford W. Bergere Paul L. Foster 

velopment of Mittag & Volger’s pro- 
jected organizational expansion. Clifford 
W. Bergere, former western division sales 
manager, has been appointed general 
sales manager. Mr. Bergere brings to his 
new assignment a wealth of varied sales 
and sales management experience ac- 
quired over a period of 20 years in the 
carbon, ribbon and typewriter industries. 


Select-O-Phone Conference 


More than fifty guests attended the 
first annual dealers’ sales conference of 
the Select-O-Phone Division of Kellogg 
Switchboard & Supply Co. at the Palmer 
House, Chicago, May 24-26. C. F. 
Megelin, manager, Special Products De- 
partment, addressed the gathering, stress- 
ing the importance of inter-office com- 
munications during today’s increased 
production coupled with material and 
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SPEED-O-PRINT 
Leewdest” Unlues the Dupbecdors 
Hii | 


Liberator Mode SO 
Postcard (3x5) to menu size (6x9). 


ideal duplicator for restaurants, 
hotels, drug stores, etc., for repro- 
ducing menus, sale tags, postcards. 


Automati 
$2950 Counter, $6.50 


4 (Plus Excise Tax) 
EE 
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SPEED-O-PRINT CORPO 


Mode * 
Reproduces postcard to legal size. 
Features backstop paper weight, 
side guides with 2 posts instead of 
1, to assure accurate registration. 


Automatic 
$9950 Counter, $6.50 
(Plus Excise Tax) 


RATION 


CATHERINE § 


Liberator 
Model 200 
$1§450 a $10 


(Plus Excise Tax) 


t's the world’s finest 


stop sutomat 


Features accurate registration and 
automatic roller release to assure 
perfect, clean copies. Reproduces 
postcard to legal size. 


Reset Counter, 
$1095 sis'to 
(Plus Excise Tax) 


1801 W. LARCHMONT AVE 
CHICAGO 13, ILLINOIS 


MONTREAL 








’ be go a fast one 
how EVERYTHING». 


. . every fact concerning the job I 
do is at my fingertips since I began 
making my own indeéxes for the var- 
ious records I keep ... and from the 
start, it was surprisingly quick and 
easy to make any size or color index 


I needed, because I used... 


sa 


TRADE MARK. PEG U 


CELLULOID INDEX TABS 


Seems to me that Mak-Ur-Own has 

every quality feature necessary for 

simple application and handy refer- 

ence. This not only makes my job 

easier, but also brings everybody 

from the office boy to the V. P. to me 

for information, ’cause thanks to 

Mak-Ur-Own, I’ve got a fast answer 

for everything . . . and they like it! W benigow abel 
Why don’t you try Mak-Ur-Own in- '» stationer, look for this 
dex tabs .. . your local stationer has attractive NEW Mak 
them. They'll be a time and trouble Ur-Own dige” 


‘ blay...¥ 
saver in your office too! signpost 


bandy, easy- 
'G “y to-make refer- 
tf: ences. 


ram THE VICTOR SAFE & EQUIPMENT CO., INC. 


= 
New York 





~~ North Tonawanda 
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Remington Rand's Dealer Display Center at 315 Fourth Ave., New York, opened last month, 
is set up with multiple lines to help dealers with display and sales problems. 


manpower shortages. He pointed out that 
when office switchboards are clogged with 
inside or inter-office traffic, in-and-out 
business-getting calls are, of necessity, 
sidetracked. The ordinary city switch- 
board and telephone service easily can 
become a bottleneck, rather than a busi- 
ness-building asset, when inside com- 
munications make them too busy to 
handle outside calls. The solution, as Mr. 
Megelin explained, is to have proper and 
adequate facilities for taking care of in- 


Winners of Miss 
Dictaphone 1951 
contest at NOMA's 
New York exhibit. 
Lower row: Evelyn 
Wright, National 
Adjusters, Inc.; 
Helen Young, Brook- 
lyn; C. K. Wood- 
bridge, Dictaphone's 
president; Winner 
Amanda Judd, Ford 
Motor Co.; Mary A. 
English, Metropoli- 
tan Life Insurance 
Co. Top row: 
NOMA Judges W. 
Leonardson, W. M. 
Bennett, H. B. Har- 
rison, C. D. Haverin, 
H. J. Brogley. 
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side telephone traffic, entirely independ- 
ent of switchboard equipment and per- 
sonnel. How Select-O-Phone fits these 
specifications was explained in detail. 


Codo Factory Addition 


Codo Mfg. Corp., manufacturers of 
high quality carbon papers, inked rib- 
bons, and hectograph supplies, just com- 
pleted another addition to one of its 
factories in Coraopolis, Pa. This new ad- 





HIGHEST 
QUALITY 


Prompt 
Efficient 
Service 


Specializing 
in 
packaging 
under dealer's 
private imprint 


“The Complete 
Line" 


Stands the test 
of time. 


Sey ak 21> 


= 


- 


"Cons ever 
TRAGt Mane 


nab 


DEALERS 


Now is the time 
to restock with 


STORMS 
PRODUCTS 


CARBON PAPER 
INKED RIBBONS 
CARBONIZED ROLLS 


HERE IS 
YOUR 

_ CHECK 

pee 


CARBON PAPER 


Typewriter 

Pencil 

Billing 

Saddleback or Reverse 
Speed-o-form 
Hectograph 

Stencil 

Binder 

Jacket 

Book 

One Time 

Special Strip 

For Ozalid process 


INKED RIBBONS for 


Typewriters 

Adding machines 
Billing machines 
Bookkeeping machines 
Addressograph 
Dupligraph 
Speedaumat 
Multigraph 
Multilith 

Daters 

Time clocks 

Flat bed presses 
Special purposes *’ 


CARBONIZED ROLLS for 


Adding machines : 
Bookkeeping 

Elliott Fisher Billing 
Autographic register 
Tailor marking 

Neon (asbestos) marking 
Teletype 

Elliott Addressing 


Manufacturer to the Dealer Trade Exclusively 


H. M. STORMS COMPANY 


Storms Building, Brooklyn 16, N. Y. 
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Outsells Ordinary 

Costumers because 

... it "Keeps wraps 

in press"; holds 

more and will not 
tip over, 


The S-6 Office 

Valet is your 
best recommendation for the small 
office, for it provides 6 spaced coat 
hangers, 6 ventilated hat shelves and 
a built-in umbrella stand. 


Sturdy welded steel construction— 
cannot loosen and wobble. Engi- 
neered, it will not tip over. Smartly 
designed and beautifully finished, it 
has become standard equipment with 
leading office planners and archi- 
tects. 

Backed by National advertising and 
abundant dealer sales helps—it is a 
profitable unit to catalog, stock and 
display. 

WRITE FOR BULLETIN OV-10 


VOGEL - PETERSON CO. 


624 So. Michigan Ave Chicago 5, Ill 





dition gives almost one-third additional 
space which has been badly needed to 
take care of increased business. The new 
building will permit the installation of 
more machinery and manufacturing fa- 
cilities to support expanded sales all over 
the country. The company thanks all its 
many customers in making this expan- 
sion necessary. Codo has factories at 
two locations in Coraopolis. A new part 
has been added to one or the other each 
year for the last four years and there are 
prospects for a new building in the 
future. 


More Expected at N. Y. Show 


Present estimates figure that attend- 
ance at the National Business Show, at 
New York’s Grand Central Palace in 
October, will hit close to 145,000, Ac- 
cording to sample surveys taken last 
year, more than 81% of the attendance 
were buyers or users of office machines, 
equipment and supplies. The increased 


Arthur J. Gavrin in front of the modern new 
forms-printing plant recently opened in New 


Rochelle, N. Y. 


attendance foreseen in 1951 is attributed 
to greater volume of paperwork per dol- 
lar sales than during World War II. 
Where there was once a ratio of ten fac- 
tory work stations to one office work sta- 








Large, easy-to-read dial shows 
exact postage for air mail, first 
class, and merchandise by zones. 

Capacity of scale is 2 Ibs. by 1 
ounce, Overall size, 5144” x 
64” x 214”, platform, 2” x 


3”. Beautiful Lustron plastic 
body and new. type super 


sensitive mechanism. 


Order from your office supply dealer. 


larger capacity models available. 


HANSON SCALE CO. es. 1888 Chicago 22, iil, & 








OS. 


FEDERAL-FEDERAL 


CASH REGISTERS 


For INDEPENDENT Dealers 
(Liberal Open Account Terms) 


- FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - ., 


TWuUsIdsd-1VUIGI 


“/fe FEDERAL CASH REGISTER CO. 


DEPT. 18 P.O. BOX 2265 KANSAS CITY, MO. 
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VADIANA 


CASH REGISTER 


The easy adaptability of the Indiana to every 
type of small business is one of the reasons 
why dealers have found it to be a good sales 
item. 

Prospective users quickly visualize the ease 
with which records are kept. Every transaction 
recorded as it occurs. A complete, confi- 
dential sales record by departments or com- 
modities and a full cash record is available 
every day, any time. 

Look into the sales possibilities of the Indiana. 
Use the coupon above or write. 


VITA 


SHELBYVILLE, 


CASH 
DRAWER CO. 
INDIANA 





tion, there is now a ratio of ten to four. 
The increased number of office workers 
to factory workers has been, it seems, 
brought about by a widely varying set of 
circumstances, not the least of which is 
the number of governmental forms, di- 
rectives and reports that must be com- 
pleted. The impact of this and other in- 
creased paperwork is attested to by 
various associations cooperating with the 
National Business Show such as Systems 
& Procedures Assn. of America, Records 
Management Assn., National Assn. of 
Cost Accountants, National Assn. of 
Manufacturers, and others. 


Breakfast Sales Meetings 


Bert M. Morris Co. has instituted a 
new series of dealer and jobber sales 
meetings which have created good will 
along with product education. The 
gathering place is the Bert M. Morris 
factory and the time, 8 a.m. All sales- 
men arrived on time in spite of the fact 
the meeting place was 10 miles from 
downtown Los Angeles. The first order 
of business was a big ham and egg 
breakfast. Los Angeles salesman Ernie 


James Lockhart's painting for an advertise- 

ment of Gilbert Paper Co., based on exten- 

sive historical research, now hangs in the 
Gettysburg Museum's Lincoln Room. 
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Date changes at the 
touch of the lever, up 
to 31, then month 
changes. Self-inking, 
of course. 


0 Pa 


& COMPANY, INCORPORATED 


THREE QUARTERS OF A CENTURY’S SERVICE 


tie 


*SESECECTUTTUET TT TT Trees 


CLAR-D: 
Pink bales 


ae neat letters create 
will, encourage sale 
YPE cleans m3 
type — 
impres, 





THE CLAROTYPE CO., INC, 
26) Broadway, New York 7 








the Best Values in — 
Rough and Rebuilt 
Office Machines? 


Buy from INTERNATIONAL 
ADDING MACHINES... 


++. all makes and models are available at 
International. Every machine we ship is 
guaranteed to be exactly as specified. 
We Offer a Full Line of Select Rough 
and Rebuilt .. . 

ADDING * BOOKKEEPING 

CALCULATING MACHINES 
COMPTOMETERS © TYPEWRITERS 

ADDRESSOGRAPHS 
Dealers’ Inquiries Welcomed 
Write, Phone or Wire 


w oowo INTERNATIONAL 22 
OFFICE APPLIANCES, INC. 


New York 1f 





ORegon 4-6400 + cable: ADDBOOKAL 
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B. F. GOODRICH 
PLATEN cg 


before it leaves 

the factory to make 

sure you get only the best! 
Koh arovalolinvay O1K3ig] ol¥hizxo ml ob, 


SHIPMAN-WARD MFG.CO. 


325 N. WELLS ST. @ CHICAGO, ILLINOIS 





— TYPEWRITERS —> 


ALL MAKES — MODELS 
INCLUDING WIDE CARRIAGE 


ADDING MACHINES 


SUNDSTRAND—BURROUGHS 
VICTOR—DALTON—Hand or Electric 


CALCULATING 
MACHINES 


MONROE—MARCHANT 
BURROUGHS—COMPTOMETERS 


Hand or Electric 
ROUGH or RECONDITIONED 
Write for Prices 
Also ask about our ADDOMETER, the adding 


and subtracting machine that retails for $12.95 
and pays you up to 52% profit. 


RELIABLE TYPEWRITER 
& ADDING MACHINE CO. 








301 W. Monroe St., Chicago 6, Ill. 








DICTATING MACHINES 


CLEARTONE 
CYLINDERS 


6 
WIRE SPOOLS 
SUPPLIES 
e 
DISCS 


GUARANTEED 
REBUILTS 


LATE MODEL 
DICTAPHONES 
EDIPHONES 
AUDOGRAPHS 
SOUNDSCRIBERS 


AMERICAN DICTATING MACHINE CO.. Inc. 


ESTABLISHED 1923 


65 MADISON AVE., NEW YORK 16, N. Y. 
Telephone MUrray Hil! 4-3554 





DUPLICATOR 


The Smallest Rotary Liquid Duplicator 
Takes smallest stock up to legal size. Precision 
prints in one or many colors at one time, on all 
paper from airmail to carton weights. A _ fast 
seller at oniy 


Write for dealer discounts today! 


Rex Rotary 


DISTRIBUTING CORP. 


19 West 31st St., New York 1, N. Y. 
Telephone: Wisconsin 7-4927-9 





KARLO 


OFFICE MACHINE STANDS 
BUILT FOR SERVICE 


Combining 
Portability— 
Efficiency— 
“epeecmee~ 

urability 
Adjustable to the 
natural position of 
“ pair of hands. 
KARLO STANDS 
are designed to 
ive better service 
than any other of- 
fice machine stand 
on the market. 
KARLO STANDS 
combine added 
features which as- 
sure maximum port- 
ability, attractive 
appearance, utmost 
efficiency and 

greatest 

durability. 


Write for 
full particulars 


KARL MANUFACTURING COMPANY 
32-36 lonia Ave. S.W., Grand Rapids 2, Mich. 
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Daniels prepared the meal, assisted by 
Wally Jones, sales manager. The girls 
who served the meal were later seen on 
the assembly line in the factory. After 
breakfast Lee Schaeffer, general man- 
ager, conducted the group through the 
factory where every phase of plastic 
manufacturing was observed and ques- 
tions answered. The final 30 minutes 
were devoted to a sales meeting in the 
spacious sample room. These sales meet- 
ings accomplished more in 90 minutes 
than the average meeting could ever 
hope to do. Salesmen left at 9:30 which 
is about the time they would normally 
hit the street. Meetings will continue 
with groups from various dealers and dis- 
tributors. 


Duplicators at Closed Hearing 


The official reporters for congressional 
committees, Ward & Paul, were called 
upon to report, transeribe and produce 
copies of Gen. MacArthur’s testimony. 
Normally, the necessary copies are quickly 


One girl at Victor Adding Machine Co. oper- 
ates nine adding machine testing units made 
by American Automatic Typewriter Co. Tests 
are more accurate than if done manually. 
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DUPLICATORS 
EF \ and Supplies for 
S ad Duplicators 


we 
* 
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THE HEYER CORP - CHICAGO 








ALL PURE COMMERCIAL 


WAXES 


CARNAUBA © OURICURY © BEESWAX 
Sole Agents 
GENUINE 


*RIEBECK BRAND 
MONTAN WAX 


STROHMEYER & ARPE CO. 
139 Franklin St., New York 13, N. Y. 
*Reg. U.S. Pat. Of. 








a Conditioned. Write for 
current prices, 


321 BROADWAY « NEW YORK? N.Y 


nce 1927 WO 4-1240° -able: Hodgmach 











SPECIAL MACHINES 
for the manufacture of 
CARBON PAPERS 
TYPEWRITER RIBBONS 
DRY STENCILS 
os] 

HAIDA ENGINEERING CO, 


34-11 Vernon Boulevard 
Long Island City 6, New York 











WHAT YOUR CUSTOMERS 
WANT FROM 
~S)CARBON PAPER 


Buyers want a carbon paper 
that will stand up under any 
conditions, is easy to use, con- 
venient and longer lasting. 
NEV-R-KURL carbon paper 
meets all requirements of the 
most particular buyers. 


Office managers like its money- 
saving features: 


§ NEV-R-KURL lasts twice 
as long, is easier and faster 
to use. 


$ Copies made with NEV- 
R-KURL are permanent— 


last forever. 
$ Users are delighted by its 
plastic backing to prevent 


slipping. 
NEV-R-KURL won’t curl, tree 


or wrinkle and it’s smudge-proof 
to prevent stains. 











run off on Standard Duplicators in the 
Ward & Paul offices. In this instance the 
testimony was of such a highly secret na- 
ture that masters, prepared for dupli- 
eating directly from the reporters’ note 
tapes, could not be taken from the Capi- 
tol. All work had to be done in a room 
on Capitol Hill near the Caucus Room in 
which the hearing was held. When the 
duplicators were transferred to this room, 


| which is under constant police guard, it 
| was found that all electric current on the 


hill is DC. The duplicators, equipped with 
AC motors, had to be changed over 
through replacement of motors or the 
use of converters. The changeover was 


| promptly made by Standard’s Washing- 


ton office and the operation proved highly 
satisfactory. Broadcasts were conducted 
from this newsroom and the duplicators’ 
click turning out copies of Gen. Mac- 
Arthur’s testimony for more than fifty 
newsmen could be heard in the back- 
ground as the announcer talked. A bat- 
tery of stenographic machines operated 
by Ward & Paul reporters was used to 
take down the testimony. Working in five 
minute relays, reporters transcribed their 
notes directly onto Standard Master Car- 
bon Sheet. Before copies were run, the 
masters were taken to the Security Office 
where all highly confidential information 
was deleted. The same sheets were then 
put on the duplicators, copies run off and 
immediately distributed to newsmen 
within an hour after each day’s hearing. 


Beating “Slow” Months 


After a full year of initiation to and 
interpretation of all facts obtainable in 


| this precarious market, Clarence H. 
| Chambers, general sales manager, Swift 
| Business Machines Corp., states there are 
| several reasons for the non-productivity 

of adding machine sales during so-called 
| slow months. 
| definite lack of aggressiveness on the 
| part of many dealers and they accept the 
| apparently slow months as a foregone 


‘*There seems to be a 


conclusion. This is far from being cor- 
rect. New accounts can be opened from 
various sources and new fields never be- 
fore solicited. Progressive adding ma- 
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ADDRESSING MACHINES 


EQUIPMENT-SUPPLIES-PARTS 


REBUILT ADDRESSOGRAPH 
ALL MODELS 
HAND & ELECTRIC 


WE MANUFACTURE . Fe 
BUY and SELL Pilates, 
frames, trays, cabinets, tabs, 
ribbons, speedaumats.. Our 
large stencil embossing dept. 
gives fast, accurate service. 


REBUILT ELLIOTTS 
ALL MODELS 
HAND & ELECTRIC 


WE MANUFACTURE... 
BUY and SELL Fibre sten- 
cils, long & short trays, 
cabinets, liquid & paste ink. 
Also Smith Stencil type- 
writers. 


WRITE FOR INFORMATION, PRICES & CIRCULAR 
~ Dept. 10-0, 40 W. 15th St., N. Y. 11, N.Y. 








| 
MAILERS' EQUIPMENT CO. 








| PAYMASTER 

















PAYCHECK ‘‘Outlook” ENVELOPES” 


The quick, easy, safe way to handle pay checks. 
Name only, as written on the check, shows through 
window in opaque envelope. This insures privacy 
for employer and employee. Saves second address- 
ing of names on ordinary envelopes and prevents 
checks getting mixed, Made any size, with window 
opening positioned to fit your checks. 


Send us check you now use and we will submit 
sample Paycheck ‘'Outiook'' Envelope and prices 
based on your estimated yearly requirements. 


OUTLOOK ENVELOPE COMPANY 
Established 1902 


Originators of ‘'Outlook'’ Envelopes 
1007 Washington Bivd., Chicago 7, Ill. 
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THE DEST BAND INTHE LAND, 


Alliance is the leader in 
the band business .. . the 
world’s largest maker of 
rubber bands exclusively. 
Naturally then, lowest 
prices, highest count and 
quality per pone. Crepe, 
grey or brilliant colors in 
bulk or the handiest 
dispensing pac 

yet invented. 


WRITE FOR 
SAMPLES, 
PRICES 


ALLIANCE 
RUBBER CO. 


\ ALLIANCE, OHIO 


| SLIDELL. LOUISIANA 








The PARALINER Is a new device for rul- 
ing forms. it has a micrometer-like setting 
knob by which the distance between lines 
is measured. When once set the straight 
edge moves forward the exact measured 
distance step by step, with a 7 pres- 
sure of the thumb and forefinger. The oper- 
ation is very simple and anyone can pro- 
duce forms the equal of a skilled draftsman. 


Send for full particulars 
THE PARALINER COMPANY, INC. 


| 226 Colorado Bidg., Washington 5, D. C. 
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SPOTLIGHT FOR ACT/OW 


WITH 


SIGNALS 
and MAPTACKS 


SEE YOUR OFFICE SUPPLY DEALER 


George B. Graff Co., Cambridge 40, Mass 


Off ec i 


SAVE TIME looking for articles published in 
past issues of THE OFFICE by keeping all 
your issues in these attractive binders from 
which copies can be easily inserted or re- 
moved, Each binder holds 6 issues—two 
binders for a full year’s copies are $3 post- 
paid in U. S. Binders are not sold singly. 


OFFICE PUBLICATIONS COMPANY 
270 Madison Avenue, New York 16, N. Y. 
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TYPEWRITERS 
ALL MAKES 


REGAL’'S NEW YORK warehouse 
and 80 stock depots carry a re- 
volving stock of 10,000 machines. 


REGALRITE BRAND 
RIBBONS AND CARBONS. 
& 


THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by Test—Best for Less 


ae 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, N.Y 


CLASSIFIED DIRECTORY 
FOR OFFICE UTILITIES 


45,000 latest addresses of manufacturers and 
dealers out of all four zones of Germany 
and from Berlin contains the 


Biromarkt—Classified Directory 

616 pages, a book, which is priced at 7 
US-Dollars, including postage, and which is 
a great help to each businessman, dealing 
with Germany. 

Please check also the following editions! 

Jiirgen Helfer: Konstruktionselemente der 
Schreibmaschine, 48 pages, 24 illustrations, 
50 cents. 

Dr. Walter Wittmann: Zweckmassige Buro- 
mobel, Grundlage rationeller Biiroarbeit, 
165 pages, 80 illustrations, 2.50 US-Dollar. 
Dr. Rudolf Werneburg: ABC der Biotech. 
~ 144 pages, 57 illustrations, 1.50 US 
ollar. 


Ernst Martin-Johannes Meyer: Die Schreib- 
maschine und ihre Entwicklungsgeschichte, 
592 pages, more than 1000 illustrations, 8.- 
Dollar plus postage. 
You also should not miss to subscribe to the 
International Journal for Office Equipment 
“Biiromarkt" which appears twice a month 
for an annual subscription rate of 5. US 
Dollar, and which informs you about all 
novelties coming on the European market. 
Pest your order te: 
VERLAG PETER BASTEN, 
AACHEN, GERMANY 
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chine dealers can enjoy greater volume 
during the seemingly slow months than 
during the accepted busy months. Give 
intensive thought to the many markets 
yet untouched and you will be surprised 
at the lucrative results that may be ob- 
tained through hard work, intensive sell- 
ing and a little more leg work. A very 
progressive dealer in San Francisco has 
proven that this apparently slow season 
can be turned into one of abundant re- 
turn by intensive mailing and personal 
representation. Stationers are an essen- 
tial and integral part of the office ma- 
chine field but are not obtaining their 
share of the adding machine business due 
to the fact that they do not render the 
service expected from their customers 
after the sale of the machine is made.’’ 


Edward J. Toussaint 

In apparent good health and on the eve 
of the annual convention in Detroit of 
the National Office Machine Dealers 
Assn. where he was to preside, Edward 


J. Toussaint died suddenly June 17 at his 
home in Camden, N. J. Mr. Toussaint 
operated the Central Duplicator & Type- 
writer Co., Camden, and had done much 
diligent association work throughout the 
country as president of NOMDA. 


Lewis C. Myers 


Lewis C. Myers, co-inventor of the 
Royal Typewriter and formerly director 
of the company’s patent and experi- 
mental department, died May 21 at the 
age of 84. In 1904, Mr. Myers became 
associated with the late Edward B. Hess 
and together they began work on the ori- 
ginal conception of an improved type- 
writer which became the Royal. They 
were ever mindful of the importance of 
humanized mechanized writing. With 
this concept as their basic consideration, 
plus the necessity of reducing the ma- 
chines operating cost and producing a 
quality of typing unexcelled in appear- 
ance, Messrs. Myers and Hess spent two 
years designing a new writing machine. 


“NEW SAFEGUARDS 


For Increased Efficiency 


THE RITCHIE CUSHION FOR 


BUSINESS MACHINES 


This sponge rubber cushion “‘anchors” typewriters 
and business machines, preventing creeping, 
eliminates vibration, resulting in less noise and 
better work. 


SAFEGUARD “LOWSTON” DRT 


Keeps typewriter type clean, free of ink, as shiny 
as silver, no soiled fingers, quick and easy. The 
most wonderful improvement in typewriting. 


For information write Safeguard, Lansdale, Pa. 
D-R-T CANADIAN DISTRIBUTOR, UNDERWOOD LIMITED, TORONTO, CANADA 


SAFEGUARD MODEL H CHECKWRITER YOUR ASSURANCE 
OF COMPLETE BANK ACCOUNT PROTECTION 


SAFEGUARD CORP. Lansdale, Pa. 


Overseas Distributor—Safeguard International, 3312 Lanscaster Ave., Phila., Pa. 
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OFTEN IMITATED. 


sur Never Equalted 


\nc 
Mo 





STENCIL BOOK FILE 


The Smart Way to 
FILE STENCILS 


Available in 50 and 100 page capacity. 
Contains index, numbered pages and pro- 


duction record sheets. Special oil-treated 
pages keep stencils moist and flat for 
future use. 

Capacity 50 stencils 

Capacity 100 stencils 


TECHNYGRAPH CO., Techny, mi. 
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Hiawatha 
AIR MAIL 


PAPERS 


ALL WEIGHTS 
AND SIZES 


Send for Samples and Prices 


Wansco Paper Products Co. 
INC. 
409 Pearl Street, 
New York 7, N. Y. 














ACCOUNTING, 
BILLING, 


& ANALYSIS 
MACHINES 


We furnish all special features and rebuild 
the machines you order to your direct speci- 
fications. All machines unconditionally guar- 
anteed. Inquiries invited. 


WE ARE ALSO BUYERS OF ALL MAKES 
OF OFFICE ACCOUNTING MACHINES 


Accounting Machine Export Corp. 
434 BROADWAY, NEW YORK 13.N.Y. 
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“ROVEREISEES* 





Acco Products, Inc. .... 
Accounting Machine Export ‘Corp. 
Acme Adding Machine Service & Sales Corp. 
Addo Machine Co 
Allen & Co. .. Ra ONE ot eae ade 
Allen Business Machines, Inc., 
Alliance Rubber Co. 
Allstate Insurance Co. 
American Addressing ‘Machine Corp. 
American Automatic Typewriter Co. 
American Carbon Paper Corp. .............. 
American wage og — i os canes 
American Hair & Felt sa : 
American Lithofold Hh 
American eam yin Mae achine Co. 

9. 


American Stencil M 

Autocopy, Inc, 

Autopoint Co. 

Barrett Adding Machine Division .... 
Basten, Peter 


Burroughs Addin 
Butler, William 


Canvas Products Corp. 

Clarotype Co. 

Clary ogg ed Segeraeny 

Codo Mfg. C : ie cs 
Cole Steel Equipment C °. ; 
Columbia Ribbon & Carbon Mfg. 6. 
Commercial Controls Corp. 

Cook Co., H. 

Coxhead Corp., Ralph C. 

Cramer — Chair Co. 

Dehn, Jr., 

Dennison Mice “Co. 

Denominator Co. 

Dick Co., 

Ditto, Inc, 


Eastern Corp. 

E-Z Sort Sortome, Ltd. 
Faber-Castell Pencil] Co., A. W. . 
Faber Pencil Co., Ebe:hard 
Facit, Inc. gf 
Federal Cash piece Co. 
Fisher Pen Co. 

teres & 

ototype, Inc. 

Frankel Mfg. Co. 

General Binding Coip. 
General Electric Co. 
Gibian gy 

Graff George B. 
Gray Mfg. Co. 

Haida Engineering Co. 
Hammermill Pa “Wg Co. 
Hanson Scale A 
Harding Co., Miio E 
Heyer Corp. .. 
Hush-A-Phone Corp. 


Imperial Desk Co. . hei 
Indiana Cash Drawer Co. 

Ink Specialties Co. ... Be 
Inter-Continental Tradin . Corp. “v 
International Business Machines Corp. 
International Cash Register Parts Co. 
International gov Appliances, Inc. 


Karl Mf 
Kallo 
Kline 
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Klopp Engineering, Inc. .... 


Lamb Electric Co. . 
Lanston Monotype Machine Co. 


Magic Circle Mfg. Corp. 

Mailers’ Equipment Co. 

Manifold Supplies Co. 

Marchant Calculating Machine Co. . 
Master Addresser Co. 

Monroe Caiculating Machine Co. 
Morris Co., Bert M. 

Nathan's 

National Cash Register Co. 

Norta Distributing Co. ..... 


Odhner Sales, Inc. ............. 
Office Publications Co. 

Old Town Corp. a 
Olivetti Corp. of America .. 
Outlook Envelope Co. ; 
Oxford Filing Supply Co. ..... 


Paillard Products, Inc. 
Paraliner Co. .. 
Peerless Imperial Ce.” 
Phillips Process Co. 
Pitney-Bowes, Inc. 
Pronto File Corp. 


Queen Ribbon & Corben Co. 
te Roller Co ‘ 
Hp Typewriter ee 
liable Typewriter & Adding Machine Co.. 
pics Hy Rand, Inc, (Business Machines & 
Supplies Div.) Be teies 
Remington Rand, Inc. (Management _ 
Conirols Div.) . 
Replica Products Co. ... 
Rex-Rotary Distributing Corp. .. 
Roberts Rubber Co., Weldon . 
Rockwell-Barnes Co. . 
Rose Carbon & Ribbon nity. Ce... ; 
Rewal Fomewrttne Ge. iis cokes ks ei 70, 
Safeguard ogy Aig mae 
Schlegel Mfg. 
Securf Stee 
Select-O-Phone 
Sheppard Co., C. 
Sheppard Envelope ae tr eee a 
Shipman-Ward Mfg. Co. 
S-K Forms Co. 
Smead Mfg. 
Smith Co. Chas. C. .. , 
Smith & Corona Typewriters, ‘Inc., L 
Speed-O-Print Corp. wows 
Storms Co., M., 
Strohmeyer & Arpe 
Sturgis Posture C oir Co. 
Swift Business Machines Corp. 
Technygraph Co. 
Thomas Mechanical Collator Corp. 
Thurston, Inc., W. Harris 
Tubular "Specialty Mfg. Co. 
Typewriter Sundries Co. Ltd. 
arco, Inc. 
Underwood Corp. 
U. S. Treasury 
Vari- Typer, The 
Victor Adding Machine Co. . 
Victor Safe & E epee Co. . 
Vogel-Peterson to. Eivalves 
Von Soosten & Co. 
Vue-Fax Corp. 
Wansco Peper Products Co. 
Wasseli Organization 





Act Now! 


T looks like rough going ahead 
for office executives. Clerical 
help, office equipment and sup- 
plies are again due to become 
searce. Perhaps nothing much can 
be done about the manpower element 
at this time but something should 
be done, and now, about the only 
substitute we have for manpower— 
machines. Today, only government 
military offices have priority in ob- 
taining office machines, equipment 
and the supplies needed to operate 
them. Even industrial firms doing 
work for the Defense Department 
have no certain official method to 
secure office equipment and supplies. 
The essential raw materials used 
in the manufacture of office prod- 
ucts, from steel for furniture to 
brass for pencil ferrules, have been 
subject to the same cutback that af- 
fects every industry except direct 
munitions manufacturers. What 
does this mean? From a business 
angle, it means the smaller office 
producers are to be seriously hurt. 
A eut of only 10-25% puts the 
smaller manufacturer in the red and 
there is little likelihood that such 
firms will get any military contracts 
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under the existing international sit- 
uation. It should be mentioned here 
that substitutes used during the last 
war, like plywood, are getting short 
of supply. As for the larger pro- 
ducers, the government itself prom- 
ises to buy practically everything 
they will be able to make from their 
own smaller quota of raw materials. 

So, Mr. Office Executive, you will 
have less help, fewer and older ma- 
chines, and less supplies and ma- 
terials with which to do your job. 
Don’t sit back and gloat over how 
much new equipment you have in- 
stalled in recent years, unless you 
ean accurately judge how much 
work this equipment will have to 
turn out and how many years it will 
have to operate before you again get 
the chance to renew it. No one has 
the right answers to those questions. 

But you can do something now. 
You ean bring the condition to the 
attention of top management. Con- 
vince them that, no matter what 
plans they may have for adjusted 
plant operation, there can be no 
company operation without office 
operation. Any ratings that may be 
used to get materials for filling mili- 
tary contracts will not get office ma- 
chinery, equipment or _ supplies. 
Could your plant operate efficiently 
without its plant office? Could it 
operate at all without paperwork? If 
not, the right people in Washington 
should be convincingly informed 
that office equipment and supplies 
are essential in wartime as well as 
peacetime. And right away—before 
you lose your source of supply and 
have to start muddling with make- 
shifts. 
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A beautiful new Underwood 
All Electric Typewriter! 


Flick the switch and you're ready to go... 
ready to run off the smoothest flow of words 
you've ever typed . . . with greater speed, 
greater accuracy, less fatigue than before. 
Your whole keyboard is electrically-oper- 
ated .. . your line spacing, shifting, tabu- 
lating, back spacing and carriage return. 


And Now ... ELECTRIC MARGINS have been 
added to simplify your work even more. 
Set right from the keyboard, they save you 
tiring hand travel. They're fast... easy... 
positive! The Automatic Repeat Back- 
Spacer and Forward-Spacer do ‘the trick. 


Also ... NEW INTERNAL CUSHIONING reduces 
fatigue and nerve strain to a minimum. It’s 
so smooth, so restfully quiet, you can work 
more efficiently in relaxed comfort. 


Yes, this Underwood All Electric is the 
realization of a secretary's dream... of 
everything a typewriter should be. 

You'll love the new Electric Margins that 
set in a flash...and the Internal Cushion- 
ing that chases typing fatigue. And your 
boss will love the crisp, uniform work. 
Every letter . . . better! 

Get a demonstration today... in your office 


on your work...and see your dream come 
true. 


Underwood Corporation 


Typewriters. . Adding Machines... 
Accounting Machines 
Carbon Paper... Ribbons 
One Park Avenue New York 16, N. Y; 
- Underwood Limited, 135 Victoria Street, 


Toronto 1, Canada 
Sales and Service Everywhere exis 


UNDERWOOD Shh Fede x TYPEWRITER 


o+>+-MADE BY THE TYPEWRITER LEADER OF THE WORLD 





